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1 ACCESS to MEDBASE 
Welcome to MedBase! We are pleased to have you as a user and look forward to serving your 
MedBase needs.  
 
Before accessing MedBase, you will need to have an NT account with your User Name, 
Password and the Domain set up.  
The primary way to access MedBase is to click Clinical Applications on your desktop and locate 
the MedBase icon. You can also access MedBase by clicking the Start button; then select 
Programs - Select Clinical Applications and then click the MedBase application. There may be a 
shortcut icon to MedBase on your desktop. A login screen to this application will appear for you 
to enter your Login ID and Password. Enter your NT account User Name and Password. The 
Log On To (domain) field should appear automatically.  
 
After successful login, the following screen will display. It is considered the default Home page 
for MedBase. 

 
Figure 1.  MedBase Default Home Page 
 
To close the application, click on the Close button, , at the top, far right hand side of the 
MedBase Title bar. 
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There are two bars across the top of the MedBase Screen.  They are the Toolbar and the 
Navigation Bar 

1.1 MedBase Toolbar 
The toolbar above the MedBase data window resembles a Windows toolbar. See Figure 2. You 
can select your action from the toolbar. Many of these actions are also available through clicking 
on the Navigation Links located above the Toolbar in this window.  
 

 
Figure 2.  MedBase Toolbar 

1.1.1   Provider Summary Icon 
Click this icon and you will be directed to the Provider Summary screen, which also is 
considered the MedBase home page. See Section 2.1 - Provider Summary Navigation Link for 
more information regarding this function.  

1.1.2    Patient Summary Icon 
Click this icon and you will be directed to the Patient Summary screen. See Section 2.2 – Patient 
Summary Navigation Link for more information regarding this function.  

1.1.3   My Clinic Icon 
Click the My Clinic icon and it will direct you to this function. See Section 2.4 – My Clinic 
Navigation Link for more information regarding this function. 

1.1.4    Clinical Note Icon 
Click the Clinical Note icon and it will direct you to the Electronic Medical Record (EMR) 
function. See Section 3.1 – EMR Navigation Link for more information regarding this function.  

1.1.5   PRP-Rating Icon 
Click the Personnel Readiness Program (PRP)-Rating icon and it will direct you to this function.  
This link allows you to display, add, edit and print a soldier’s Personnel Reliability Program 
(PRP) Report (DA Form 3180).  Its purpose is “to evaluate the qualifications and suitability of an 
individual for an assignment to certain sensitive duties under the nuclear/chemical personnel 
reliability program”.  See Section 6.4 – PRP Navigation Link for detailed information on filling 
out the sections of this form.  



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 3

1.1.6   SRP Icon 
Click the Soldier Readiness Process (SRP) icon and it will direct you to this function.  This is 
used during the Soldier Readiness Process.  It documents and prints Deployment forms, Profiles 
and the IMR (Individual Medical Readiness).  See Section 6.2 – SRP Navigation Link for more 
information regarding this function. 

1.1.7   MPL Icon 
Click the Master Problem List (MPL) icon and you will be directed to this function. See Section 
3.9 – MPL Navigation Link for more information regarding this function.  

1.1.8   Demographics Icon 
Click the Demographics icon and you will be directed to this function. See Section 3.2.5 – 
Demographics Panel for more information regarding this function.  

1.1.9   Individual Immunizations Icon 
Click the Individual Immunizations icon and you will be directed to this function. See Section 
5.1 – Individual Immunization Navigation Link for more information regarding this function.  

1.1.10   Training Icon 
Click the Training icon and you will be directed to this function. See Section 6.5 – Training 
Navigation Link for more information regarding this function.  

1.1.11   IMR Icon 
Click the Individual Medical Readiness (IMR) icon and you will be directed to this function. See 
Section 6.2.3 – IMR for more information regarding this function.  

1.1.12   DNBI Icon 
Click the Disease Non-Battle Injury (DNBI) icon and you will be directed to this function. See 
Section 4.3- DNBI Navigation Link for more information regarding this function. 

1.1.13   2766F Icon 
Click the 2766F icon and the screen will refresh with the current patient’s 2766 (Adult Chronic 
and Preventive Care Flowsheet), also known as the Master Problem List, in full form. From 

this screen; you can print , setup the printer , refresh , export the form , zoom 
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in/out , or search for a string of characters  within a segment of the report.  Double-
click on the segment to display that segment for searching. 

1.1.14   2766M Icon 
Click the 2766M icon and the screen will refresh with the current patient’s 2766, also known as 
the Master Problem List, in military form.  See 1.1.13 above.  

1.1.15   2766P Icon 
Click the 2766P icon and the screen will refresh with the current patient’s 2766, also known as 
the Master Problem List, in pediatric form.  See 1.1.13 above.  

1.1.16   2766A Icon 
Click the 2766A icon and the screen will refresh with the current patient’s 2766, also known as 
the Master Problem List, in abbreviated form.  See 1.1.13 above. 

1.1.17   PRP Icon 
Click the Personnel Reliability Program (PRP) icon and it will display the MedBase PRP report. 
Figure 4 is an example of the report displayed when the PRP icon is selected.  See Section 6.4 
for a description of the data elements of this form. 
 

1.1.18   SF600 Icon 
After a patient’s encounter has been selected, click the SF600 icon. This will display the SF600 
report. From this screen; you can print, setup the printer, zoom in/out, refresh, export the form 
and search for a string of characters within the form.  See 1.1.13 above. 

1.1.19   IMR Icon 
After a patient has been selected, click the Individual Medical Readiness (IMR) icon. This will 
display the most recent IMR Summary. From this screen; you can print, setup the printer, zoom 
in/out, refresh, export the form and search for a string of characters within the form or a subform. 
To focus on section of the form that is a subform, move the cursor until it changes to the icon of 
a magnifying glass.  Then double-click.  The subform detail will be displayed at the top of the 
screen. 
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1.1.20    DA3180 Icon 
After a patient has been selected, click the DA3180 icon. This link displays a soldier’s Personnel 
Reliability Program (PRP) Report (DA Form 3180).  Its purpose is “to evaluate the qualifications 
and suitability of an individual for an assignment to certain sensitive duties under the 
nuclear/chemical personnel reliability program.  From this screen; you can print, setup the 
printer, zoom in/out, refresh, export the form, and search for a string of characters within the 
form.  See the figure below.  See Section 6.4 for a description of the data elements of this form. 

 
Figure 3.  DA3180 Form, Personnel Reliability Program (PRP) 

1.1.21   My Documents Icon 
Click the My Documents icon and the screen will refresh with a list of documents that belong to 
the provider who is currently logged in. See Section 3.6 – My Documents Navigation Link.  

1.1.22   Attach Patient Document Icon 
Click the Attach Patient Document icon and this will allow the provider to attach a file to a 
patient’s electronic medical record (EMR). A pop-up window will appear as shown in the figure 
below. 
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Figure 4.  Attach Patient Document Pop-Up Window 
 
Click the File button and browse the file folders to locate the file you wish to attach to the 
patient’s documentation. Click the file once you locate it and the name will now be in the File 
Name field.  Click the Open button. The screen will refresh with the file attached. The next step 
is to click the drop-down arrow to display the File Type of patient document. The choices are 
IMAGE, INPATIENT, OUTPATIENT and OTHER DOCUMENTS. Once you select the type of 
patient’s document, enter a brief description in the text box. After all of the information has been 
selected and entered, click the OK button.  

1.1.23   Sys Admin Icon 
This function allows those assigned the privileges of System Administrator to view and execute 
specific administrator functions. Figure 6 is an example of the System Administration screen. 
When this screen displays, the System Administration tree is expanded and shows the branches 
labeled Users and Groups, UNITS and FACILITIES. The System Administrator can add, review 
and edit users, groups, roles and unit information. 
 

 
Figure 5.  MedBase System Administration Screen 
Click the + symbol next Users and Groups on the System Administration tree. The tree will 
expand to display Users, Roles and Groups. See the figure below. 
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Figure 6.  Expanded Tree under Users and Groups  

1.1.23.1 Users 
Click the + next to Users. The tree will expand to show the Registered and Non-Registered 
Users. See the figure below. 
 

 
Figure 7.  Expanded Tree under Users 

1.1.23.1.1 Add New User 
To add new user to MedBase, right click on the User folder and the New User option will appear. 
See the figure below. 
 

 
Figure 8.  New User Option 
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Click the New User option and the Add/Edit User pop-up window will appear on screen. See the 
figure below. 
 

 
Figure 9.  Add/Edit User Pop-Up Window 
For more information on how to complete these tabs, see instructions at Section 1.1.23.1.1.3.  
1.1.23.1.1.1 Registered Users  
Click the + next to Registered Users. The tree will expand to display ten (10). Click the folder 
that contains the individual’s name. The screen will refresh displaying the Registered User 
names contained in the folder. The figure below is an example of this display.  

 
Figure 10.  Registered Users Display 
1.1.23.1.1.2 Display Detailed User Information 
To display detailed registered user information, double click on the user name. A pop-up window 
will appear similar to the one shown in the figure below.  
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Figure 11.  Add/Edit User Pop-Up Window with the General Tab Display 
1.1.23.1.1.3 Add/Edit Pop-Up Window 
There are five tabs contained in this Add/Edit User pop-up window: General, User Details, 
Member Of, Systems and Start Screen. Under the General tab, the user’s NT account name, user 
domain, full name and description (title) can be added or edited. Two other options available are 
to disable and/or lock the user account.  
 
The User Details tab allows for the SSN, Pay Grade, MEPRS, e-mail and phone to be edited or 
added. This tab also contains an ICDB Lookup button, a MEPRS Lookup (Ellipsis) button and a 
Reset MEPRS button. See the figure below. 
 

 
Figure 12.  User Details Tab on Add/Edit User Pop-Up Window 

 
The Member Of tab allows you to add and remove the group assignment associated with the 
user. These group assignments allow specific privileges to certain functions within the MedBase 
application. See the figure below. 
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Figure 13.  Member Of Tab on Add/Edit Pop-Up Window 
 
To add a group to a member, click the Add button. A pop-up window will appear similar to the 
one shown in the figure below. 
 

 
Figure 14.  Add Groups to User Pop-Up Window 
 
Select the group and click Add button. This will move the group from the MedBase Groups 
section to the Groups to be Added section. Once all of the groups have been assigned to the 
individual, click the OK button. The screen will refresh and return to the Add/Edit User screen. 
Click Cancel button to abort this function.  
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To remove a group from the user, click on the group you want to remove.  It will be highlighted. 
Then, click the Remove button. The group will disappear from the Member of section.  
 
The Systems tab allows edits to the User Name (ID) and Password. See the figure below.  
 

 
Figure 15.  Systems Tab on Add/Edit Pop-Up Window 
The Start Screen is the last tab. It establishes the default page, the first page to be displayed after 
logging in. See the figure below. 
 

 
Figure 16.  Start Screen Tab on Add/Edit User Pop-Up Window 
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Click the drop-down arrow under Category and Option and a menu will appear from which to 
select the MedBase default home page. There also is a Reset button that clears the Category and 
Option field to allow new information to be selected. 
Note: Before exiting the Add/Edit User pop-up window, it is important to click the Apply button 
to save any changes that you have made. Then, click the OK button to exit the Add/Edit User 
pop-up window. 

1.1.23.1.1.4 Non-Registered Users 
To display the non-registered users, click the Non-Registered Users folder. The screen will 
refresh and display all of the non-registered users contained in MedBase. See the figure below. 
 

 
Figure 17.  Non-Registered Users Display 

1.1.23.2 Roles 
The Roles section of the Users and Groups on the System Administration tree is not enabled yet. 
This function sets up roles for Users; that is: System Administrator, Provider, Nurse, etc.  
 

1.1.23.3 Groups 
Click the Groups folder located under the System Administration tree. The screen will refresh 
and display information similar to that shown in the figure below. 
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Figure 18.  Groups Display 
Double click on the Group name and the screen will refresh with a display similar to that shown 
in the figure below.  
 

 
Figure 19.  Add/Edit Group Pop-Up Window 
 
1.1.23.3.1 Add/Edit Group 
1.1.23.3.1.1 General Tab 
This tab contains the group name, description, a list of valid members and the option to add or 
remove members from the group.  
1.1.23.3.1.2 Add User to Group 
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To add a new member to the group, click the Add button. A pop-up window will appear. See the 
figure below. 
 

 
Figure 20.  Add Users to Group Pop-Up Window 
 
Under the MEDBASE Users section, click the user name then click the Add button or double 
click on the user information. The selected user information is now displayed in the Users to be 
added section. See the figure below. 
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Figure 21.  Users Added to Group  
After all of the users have been added, click the OK button to save the user information to the 
group.  
1.1.23.3.1.3 Permissions Tab 
This tab contains the MedBase functions that are permitted during access. The figure below is an 
example of the screen display when this tab is selected.  

 
Figure 22.  Permissions Tab  

To select a Permission, locate the function under the Available Tasks section and click to 
highlight it. Next, click the single right arrow to move the function from the Available Tasks 
section to the Assigned Tasks section.  
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To remove a Permission, locate the function under the Assigned Tasks section and click to 
highlight it. Next, click the single left arrow to move the function from the Assigned Tasks 
section to the Available Tasks section.  
 
The double right arrows will move all of the functions from the Available Tasks section to the 
Assigned Tasks section. The double left arrows will move all of the functions from the 
Assigned Tasks section to the Available Tasks section.  
 
Once the Permissions have been added or removed, click the Apply button to save the changes 
to the Group Permissions. To return to the Group display, click the OK button.  

1.1.23.4 Unit 
New Units can be added to the list of Units in the MedBase database. In the System Admin 
Root tree, click the + symbol next to Units on the tree. The tree will expand to show the current 
list of units in your database. Right click the word Units and the Add/Edit Unit Group and 
Add/Edit Unit option will appear on screen. See the figure below. 

 
Figure 23.  Add/Edit Unit/Groups Option 
 
1.1.23.4.1 Add/Edit Unit Groups 
Select Add/Edit Unit Groups option and the Select Units pop-up window will appear similar to 
the one shown in the figure below. 
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Figure 24.  Select Units Pop-Up Window 
You can select a group of units that has been saved under one name by clicking on the drop-
down arrow in the Unit Group Name field. See the figure below.   

 
Figure 25.  Unit Group Name Drop-Down List in the Select Units Pop-Up Window 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 18

Click the desired Unit Group name and it will remain in the Unit Group name field. The units 
saved under that group name will display on the right side of the pop-up window under Units 
Selected. See the figure below. 
 

 
Figure 26.  Units Selected by Using Unit Group Name 
If you need to delete a Unit Group Name, select the Unit Group name you need to delete by use 
of the drop-down list. Then click the Delete button and a Message will appear asking if you 
really want to delete the selected Unit Group Name.  
 
Click the Yes button and the Unit Group name will be deleted. You will see a message saying 
the deletion was successful. Click the OK button and the message will disappear. Click the No 
button to abort the function.  
 
You can search the database for certain Units according to Unit Name, Unit Code or Zip Code. 
Place the cursor in the field next to the Search Unit Codes button. Enter all or part of the Unit 
Name, Unit Code or Zip Code. The Search Unit Codes button will become available along with 
the radio.  Click the Search Unit Codes button. All units in the database that match your search 
parameters will display in the Units Available side of the Select unit(s) pop-up window. See the 
figure below.   
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Figure 27.  Results of Unit Search   
You can use the single and double arrows to move units to the Units Available and back as 
described earlier in this section. If you need to start over in selecting units, click the Reset button 
and it will show all units in the database. The Units Selected section contains the units you will 
be saving as a New Group. Once all of the units are selected, click the Save above units as 
[group] button at the bottom of the pop-up window. The Save As pop-up window will appear 
where you enter the name of the new unit group. See the figure below. 

 
Figure 28.  Save As Pop-Up Window for Unit Group Name   
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The new saved Unit Group name will appear in the Unit Group Name field and is accessible 
from the drop-down list using the drop-down arrows. See the figure below. 

 
Figure 29.  Unit Group Name Saved in Drop-Down List 
Click the Close button at the bottom of the pop-up window and the new Unit Group name will 
show on the System Administration tree under Units.   
1.1.23.4.2 Add/Edit Units 
To add or edit a unit right click on the UNITS label.  And select the Add/Edit Unit.. option as 
shown below.   
 

 
Figure 30.  Add/Edit Unit Option 
When the Add/Edit Units option is selected, the Units pop-up window will appear. See the figure 
below. 
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Figure 31.  Unit Search Pop-Up Window 
 
To add a new unit, click the Add Unit button. The Add a New Unit to MedBase pop-up window 
will appear. See the figure below. 
 

 
Figure 32.  Add a New Unit to MedBase Pop-Up Window 

Enter the Unit Code and the Unit Description [Name] in their respective fields; then click the 
OK button when complete.  Click the Cancel button to abort this function.  
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To edit a unit, locate and click the unit under the Matched Units section.  Click the Edit Unit 
button.  The Edit Unit Description pop-up window will appear.  
 

 
Figure 33.  Edit Unit Description Pop-Up Window 
Note the only field that is editable is the Unit Description [Name]. After the field has been 
edited, click the OK button. Click the Cancel button to abort this function.  

1.1.23.5 Facilities 
The Facilities section of the Systems Administration tree is not enabled at this time.   

1.1.24   My Info Icon 
This function allows the user to check and update his/her own information. There are only 
certain sections of data that may be edited by the individual User. The rest of the data will need 
to be edited by the System Administrator.  
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Figure 34.  My Info Toolbar Icon 
Close the Add/Edit User window when you are finished. 

1.1.25   Set Default Printer Icon 
This allows the user to set the default printer. When this icon is selected, the Print Select pop-up 
window will appear. 

1.1.26   Flowsheet Setup Icon 
This function allows the user to add or edit an existing Flowsheet. Click the Flowsheet Setup 
icon circled in red on toolbar. The Flowsheet Setup pop-up window will appear on screen.  See 
the figure below.  
 

 
Figure 35.  Flowsheet Setup Pop-Up Window 
This allows  
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1.1.26.1 Add Flowsheet Group 
To add a new Flowsheet Group, click the + symbol next to the Flowsheet Group field and the 
Add Flowsheet Group pop-up window will appear on the screen.  See the figure below.  
 

 
Figure 36.  Add Flowsheet Group Pop-Up Window 
Type the name of the New Flowsheet Group. Click the OK button. The pop-up window will 
disappear; a message will appear stating the New Flowsheet Group has been successfully added. 
Click the OK button in the confirm message and the message will disappear on the screen.  The 
New Flowsheet Group name will display in the Flowsheet Group field of the Flowsheet Setup 
pop-up window.  

1.1.26.2 Delete a Flowsheet Group 
A Flowsheet Group can be deleted if it has not been used in the documentation of a patient 
encounter.  Select the Flowsheet Group using the drop-down arrow in the Flowsheet Group field 
to display the names.  Click the one you wish to delete.  It will display in the Flowsheet Group 
field.  Click the - symbol next to the Flowsheet Group field in the Flowsheet Setup pop-up 
window.  A message will appear asking if you really want to delete the Flowsheet Group you 
have selected.  See the figure below. 
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Figure 37.  Delete Warning Message 
 
Click the Yes button, the warning message will disappear and a message stating the selected 
Flowsheet Group has been deleted will appear. Click the OK button and the message will 
disappear. Click No to abort this function.  

1.1.26.3 Edit Flowsheet Group 
You can edit a Flowsheet Group if it has not been used to document a patient Encounter To edit 
a Flowsheet Group, click the Edit icon button (paper with pencil) next to the Flowsheet Group 
field. The Edit Flowsheet Group pop-up box will appear. See the figure below. 
 

 
Figure 38.  Edit Flowsheet Group Pop-Up Box 
 

1.1.26.4 Add Flowsheet 
A new Flowsheet may be added to a new Flowsheet Group or an existing Flowsheet Group. 
Select the Flowsheet Group you want to add the new Flowsheet to and then click the + symbol 
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next to the Flowsheet field of the Flowsheet Setup pop-up window.  The Add Flowsheet pop-up 
window will appear on screen with the selected Flowsheet Group already filled in.  See the 
figure below. 

 
Figure 39.  Add Flowsheet Pop-Up Window   
 
Add the name of the new Flowsheet as well as age ranges, gender and race. Click the OK button 
in the Add Flowsheet pop-up window.  The pop-up window will disappear and a message will 
display stating that the new Flowsheet has been successfully added.  Click the OK button and the 
message will disappear and the new Flowsheet name will show in the Flowsheet field of the 
Flowsheet Setup pop-up window.  

1.1.26.5 Delete Flowsheet 
A Flowsheet may be deleted if it has not been used in the documentation of a patient encounter. 
Select the Flowsheet using the drop-down arrow in the Flowsheet field to display the names. 
Click the one you wish to delete.  It will display in the Flowsheet Group field. Click the - symbol 
next to the Flowsheet Group field in the Flowsheet Setup pop-up window.  A message will 
appear asking if you really want to delete the Flowsheet you have selected.  See the figure below. 
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Figure 40.  Delete Flowsheet Confirmation Message 
 

1.1.26.6 Edit Flowsheet  
You also may edit a Flowsheet if it has not been used to document a patient Encounter.  After 
selecting the Flowsheet, click the Edit icon button (paper with pencil) next to the Flowsheet 
field.  The Edit Flowsheet pop-up window will appear on the screen with the Flowsheet Group 
field populated. See the figure below.  
 

 
Figure 41.  Edit Flowsheet Pop-up window   
 
Make the necessary edits and click the OK button to save the edits.  The pop-up window will 
disappear and a message stating the Flowsheet has been successfully edited will appear on 
screen.  Click the OK button and the message will disappear from the screen with the edited 
name displayed in the Flowsheet section.  Click the Cancel button to abort this function.   
 
The Services button allows services to be added, deleted or edited within a Flowsheet.  See 
Section 1.1.30 - Service Setup for more information regarding this function.  
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1.1.27   Service Setup Icon 
This function allows a user with System Administrator privileges to add, delete or edit services 
for a Flowsheet.  
 
Click the Service Setup icon (cog) and the Service Setup pop-up window will appear on screen. 
See the figure below. 

 
Figure 42.  Service Setup Pop-Up Window 

1.1.27.1 Add Service Group 
Click the + symbol to the right of the Service Group field of the Service Setup pop-up window. 
The Add Service Group pop-up window will appear on screen. See the figure below. 
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Figure 43.  Add Service Group Pop-Up Window 
Enter the new Service Group name and click the OK button. A message will appear stating that 
the Service Group has been successfully added. Click the OK button and the new Service Group 
name will appear in the field.  

1.1.27.2 Add Service Description 
To add a new Service Description, click the + next to the Service Description field. An Add a 
New Service pop-up window will appear similar to the one shown in the figure below.  
 

 
Figure 44.  Add a New Service Pop-Up Window 
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Enter the information for the Service, Service Group, Gender and Medical URL (pick from the 
drop-down list). After the information has been entered, click the OK button. Click the Cancel 
button to abort this function. 
 
After the OK button is clicked, the Add a New Service pop-up window will disappear and a 
message will appear stating the Service has been successfully added. Click the OK button in the 
message and the message will disappear leaving the new Service displayed in the Service 
Description pop-up window and the selected Service Group displayed in the Service Group 
section. See the figure below.  
 

 
Figure 45.  New Service Display 
 

1.1.27.3 Add Descriptor 
To add a Description to a Service, click the Add Descriptor button and an Add a New 
Descriptor pop-up window will appear. See the figure below.  
 

 
Figure 46.  Add a New Descriptor Pop-Up Window 
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 31

The Service field will be populated along with the Data Unit and Data Type fields. You can 
change the values in these fields by selecting the drop-down arrow located at the end of each 
field. The Descriptor field will require manual entry of the data. Click the OK button and the 
new description will be added.  

1.1.27.4 Add Result Code 
Next, a Result Code can be added to the Service by clicking the Add Result Code button. The 
Add a New Result Code pop-up window will appear as shown in the figure below.  

 
Figure 47.  Add a New Result Code Pop-Up Window 
Enter the Result Code in the appropriate field. You may also set the Result Value by selecting 
the radio button next to the appropriate result value. Once the information has been entered, click 
the OK button. Click the Cancel button to abort this function. 

1.1.27.5 Edit Service Group 
A service can be edited easily if it has not been used to document a patient Encounter. Select the 
Service Group and then select the Service you wish to edit. Then click the pencil/paper icon   
next to the Service Description and the Edit a Service pop-up window will appear. You can edit 
any of the sections in the pop-up window. See the figure below. 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 32

 
Figure 48.  Edit a Service Pop-up window   
Click the OK button in the Edit a Service pop-up window, the pop-up window will disappear and 
a message will appear stating the Service has been successfully edited. Click the OK pop-up 
window in the message and it will then disappear.   
 
You can also delete a Service if it has not been used to document a patient Encounter. Use the 
drop-down menu in the Service Description section to select the Service you wish to delete. Then 
click the - symbol next to the Service Description section. A message will appear asking if you 
really want to delete that service.  
 
Click the Yes message and the warning message will disappear. Then a message will appear 
stating the Service has been successfully deleted. Click the OK button and the message will 
disappear.   

1.1.27.6 Edit Descriptor or Result Code 
You can edit either the Descriptor or the Result Code. Double click below either title on the data 
you wish to edit. The buttons at the bottom of the Service Setup screen will change to Edit 
Descriptor and Add Result Code. See the two figures below.  
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Figure 49.  Edit Descriptor Button   
 

 
Figure 50.  Edit Result Code Button  
Click either button. Then the Edit a New Service or Edit a New Result Code pop-up window will 
appear.  See the figure below. 
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Figure 51.  Edit a New Service 
Enter the edits and click the OK button. The pop-up window will disappear and the edited 
information will appear in the Service Setup pop-up window.  When you are finished, click the 
Apply button and then the OK button. The Service Setup pop-up window will disappear and the 
new/changed data will be saved.   

1.1.27.7 Delete Descriptor or Delete Result Code 
It is possible to remove either the Descriptor or the Result Code by clicking on the Descriptor 
or Result Code until the buttons appear as in the figure below.  Then click either button and 
confirm the deletion. 

 
 

1.1.28   Patient Manager Icon 
See Section 3.11. 

1.1.29   SmartCard Icon 
The smart card is used to download a soldier’s post-deployment information to produce a 
DD2796 – Post-Deployment Health Assessment. After the information is downloaded from the 
smart card, the information can be edited, saved or re-imported.  
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With the smart card process, there are some preliminary steps that need to be taken before 
importing the information. First, the smart card reader and driver must be installed on the 
computer.  
 
Next, MedBase must be setup to accept the smart card reader. Click the Options button on the 
Remote Desktop Connection login prompt. Locate the red circle around the Options button on 
the figure below. 
 

 
Figure 52.  Remote Desktop Connection Login Prompt 
Once the Options button is clicked, the prompt will expand to display additional information. 
Click on the Local Resources tab. Locate the Local Devices section and ensure that the Smart 
cards box is checked. If it is not, move the cursor over the box next to Smart cards and click. It 
will place a check in the box. See the figure below. 
 

 
Figure 53.  Setting Smart Card Options 

Next, click the Connect button to begin logging in. You will be prompted to enter your 
username, password and domain.  
 
Note: If there is a card inserted in the card reader at the time you are logging in, you may receive 
the following Logon Message: 
The card supplied requires drivers that are not present on this system. Please try another 
card.  
If so, press OK to continue with the login process. 
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After successful login, locate the smart card icon located on the toolbar, circled in red in the 
figure below.  
 

 
Figure 54.  Smart Card Icon 
Insert the smart card into the reader and click the SmartCard icon. The information will begin to 
download. After all the information is downloaded, the message shown in the figure below will 
appear.  
 

 
Figure 55.  Smart Card Reader Verification Message 
Click OK to continue processing the post-deployment information to the SRP (Soldier Readiness 
Process) link. Click Cancel to abort transferring the post-deployment information to a new SRP. 
 
If the data has already been imported, the following message shown in the figure below will 
appear.  
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Figure 56.  Overwrite Verification Message 
Click Yes to overwrite the existing data. Click No to abort the overwriting of data.  
 
You will receive the following message shown in the figure below when the information has 
been successfully imported. 
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Figure 57.  Successful Import Message 
Once the post-deployment information is imported, MedBase will automatically direct you to the 
Post-Deployment template with the information contained on the card displayed. The figure 
below is an example of this screen. 
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Figure 58.  Post-Deployment Template under SRP 
From the Post-Deployment template, edits can be made to the imported information. Also, the 
information can be deleted by right clicking on the imported Post-Deployment and select the 
Remove option. The message shown in the figure below will appear when the Remove option is 
selected.  
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Figure 59.  Remove Verification Message 
Lastly, to save the information contained on this screen, click the Save button located at the top 
and bottom of the template. The Save button is circled in red in the figure below along with the 
message verifying the save.  
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Figure 60.  Save Verification Message 

1.1.30   Help Icon 
This function will display the current version of the MedBase Users’ Manual. If you click the 
Help icon (book with a question mark) on the Menu Toolbar, you will be linked to the MedBase 
Users’ Guide. You can then locate the section you need in the Table of Contents and locate it by 
using the hyperlinks at the side of the screen. There are hyperlinks within the document that refer 
to sections with a fuller explanation.  
 
The first time you use Help there may be a delay of a minute while the document is prepared for 
your workstation.  Use the Hyperlinks at the left and within the Help topics to maneuver through 
the document.  Maximize the Help screen if it opens in the upper right hand corner.. 

 
Figure 61.  MedBase Help Screen. 
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 42

1.1.31   Back Button 
When this button is selected, it performs the function of returning to the previous screen 
displayed.  
 

1.2 Navigation Bar 
The top of the screen contains the Navigation Bar which includes the ten (10) main Navigation 
Buttons. See the figure below.   

 
Figure 62.  Navigation Bar 

1.2.1 Navigation Buttons 
The Navigation Buttons are Lookup, Home, Clinical Service, Immunization, Readiness, Reports, 
Med Admin, Library, Profiles and Report Signing.  

1.2.2 Navigation Links 
Links are beneath each Navigation Button.  When selected, these links perform a function within 
MedBase.  For example, the Home Navigation Button opens as shown in the figure below:  

 
Figure 63.  Home Navigation Links 
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2 LOOKUP NAVIGATION MENU 
Click the Lookup button located first on the Navigation toolbar. The Patient Lookup Navigation 
panel will appear on the screen.  This is similar to the Patient Lookup Panel available under the 
Home Navigation Button – Provider Summary Link.  See the figures below.  

 
Figure 64.  Patient Lookup Screen 

 
Figure 65.  Patient Lookup Panel 
From these screens, you may look up a patient by name, SSN or DOB.  From here you also may 
add a new patient.  These screens allow the provider to perform a search for particular patients. 
Once the search criteria are entered, the information displayed is the patient’s FMP/SSN 
(Family Member Prefix/ Social Security Number), Full Name and DOB (Date of Birth).  
 
Several search options are available. The Last Name initial and the last four digits of the SSN 
can be entered in the Last 4 field to display all users with the Last Name ending in the entered 
initial along with the last four digits of the SSN. If you know the FMP and/or the beginning 
digits of the patient’s SSN, this information can be entered into the FMP/SSN field. If you 
know the beginning characters or the full Last Name and/or the First Name, you can click 
the appropriate field and enter the information. Also, the birth date can be entered in the DOB 
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field. Once the search criteria have been entered into the necessary fields, press Enter or click 
the Lookup link.  Next, select the patient you need from the list that appears in the pop-up 
window below the search criteria by double clicking on the patient’s information. The selected 
patient’s summary will appear on screen. See Section 3.2 for more information on the Patient 
Summary screen.  

2.1 Add Patient Link 
This option allows for new patient information to be added to MedBase.  
 
You can enter a new patient’s demographics by clicking on the Add Patient link located below 
the FMP/SSN field located in the Patient Lookup Panel. A blank Patient Demographics pop-up 
window will appear on screen. The information contained on the left half of the screen is 
required while the right half is optional. The upper half of the window is information which is 
pulled in from the Composite Health Care System (CHCS). Enter the required information in the 
blank fields or by using the drop-down arrows. Click the Save button at the bottom of the pop-up 
window. The data will be saved to the database and the pop-up window will disappear from the 
screen.  Click Cancel to abort this function.  See the figure below.   

 
Figure 66.  New Patient Demographics Pop-Up Window 
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2.2 Lookup Link 
Once the patient’s search criteria are entered, this link is selected to begin the search process. 
Pressing the Enter button will perform the same function.  See the figure below. 

 
Figure 67.  Patient Lookup Link 
Enter one or more of the first initial and last 4 of the SSN, 2 or more characters of the Last Name 
and/or the First Name, the DOB, and the FMP / SSN.  Next, click Lookup to find the appropriate 
patient.  You may also look up the patient by selecting SSN and entering the social security 
number or a portion of it along with the other fields above it. 
 

2.3 Lookup By Unit Link 
This link will open a pop-up window to allow patient searches to be done by Unit Code or Unit 
Name. See the figure below.  

 
Figure 68.  Unit Search Pop-Up Window 
Select the radio button next to Unit Code or Unit Name to determine the search criteria. Next, 
click the field below and enter at least three (3) characters of text to submit a search. Enter all or 
part of the information in the pop-up window connected by the symbols (&, +) below the Search 
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pop-up window, if needed. Click the Search button to begin the search. The Matched Units 
section of the Unit Search window will display the information based on the search criteria.  
 
Select the appropriate unit by clicking on it, which will highlight. Click the Select button below 
and the unit search will begin. Click the Close button to abort the function.  
 

2.3.1 Add Unit Button 
When the Add Unit button is selected, the Add a New Unit to MedBase pop-up window will 
appear as shown in the figure below.  

 
Figure 69.  Add a New Unit to MedBase 
Enter the new Unit Code and Description and click the OK button. Click the Cancel button to 
abort this function.  

2.3.2 Edit Unit Button 
To edit an existing unit name, select the unit name under the Matched Units section then click 
the Edit Unit button. A pop-up window will appear similar to the one shown in the figure below. 
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Figure 70.  Edit Unit Description Pop-Up Window 
Note, the only field available for edit is the Unit Description field. Make the edits and click the 
OK button. Click the Cancel button to abort this function. 
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3 HOME NAVIGATION MENU 
This section contains Navigation Links to access the functions shown in the figure below.  

 
Figure 71.  Home Navigation Link Options 

3.1 Provider Summary Navigation Link 
Normally, this is the default MedBase Home page after successful login. There are several 
information panels contained on this screen which can be expanded by clicking the + located in 
the upper right corner of each panel.  

 
Figure 72.  Provider Summary Screen 
 
The following sections describe each panel contained in the Provider Summary Navigation Link. 
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3.1.1 Recent Patients Panel 
This panel allows the provider to view all recently seen patients, their FMP/SSN and the date 
they were last seen.  

The “pointing finger” icon, , located to the left of FMP/SSN label, allows for 
additional functions such as Refresh, Sort Ascending and Set Font Large/Normal. 
 
The information can be sorted by clicking the column headings (for example, FMP/SSN, Full 
Name, Last Seen) you wish to sort.  
 
To add a reminder or alert to a patient’s record, right click the patient’s information and the 
System Flag/Message pop-up window will appear. From this window, enter the information and 
click OK to submit a reminder or alert. Otherwise, click CANCEL to abort the function.  
 
Double click the patient’s information and the Patient Summary screen will appear. See Section 
2.2. 

3.1.2 Patient Lookup Panel 
This panel allows the provider to perform a search for particular patients. Once the search criteria 
are entered, the information displayed is the patient’s FMP/SSN (Family Member Prefix/ 
Social Security Number), Full Name and DOB (Date of Birth).  

 
Figure 73.  Patient Lookup Panel 
Refer to Section 2 for details. 

3.1.3 My Alerts Panel 
This panel is divided into three sections. They are System Alerts/Messages, Clinical Alerts 
and Reminders. They are described below. 

3.1.3.1 System Alerts/Messages 
This area contains system alerts generated by MedBase and any messages sent to the provider 
who is logged in. If the system alert is an unsigned encounter or an overdue immunization, then 
double click the alert and it will take you to the encounter of the Immunizations System. See 
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Section 4.1.1.6.6 to complete the unsigned encounter or Section 5.1.3 to complete the overdue 
immunization.  
 
Hide/Show System Alerts History Link – Allows the provider to toggle between active and 
inactive alerts and messages 
 
Send Message to Provider Link – Displays the System/Flag Message pop-up window that 
allows the provider to send a message to an individual provider, to all providers and 
administrators.  
 
Send Message to Administrator Link – Displays a pop-up window to enter a message to send 
to the System Administrator. 

3.1.3.2 Clinical Alerts 
This area contains clinical alerts that are established by the provider for a particular patient.  
 
By double clicking the individual clinical alert, a System Flag/Message pop-up window will 
appear. From this window, you can edit the alert by clicking in the necessary field. To inactivate 
the alert, uncheck the Active check pop-up window. This will mark the alert inactive and remove 
it from the list.  
 
Hide/Show Clinical Alerts History Link – Allows the provider to toggle between active and 
inactive clinical alerts 

3.1.3.3 Reminders 
This area contains reminders for specific patients that have been identified by the provider 
currently signed on.  
 
By double clicking the individual reminder, a System Flag/Message pop-up window will appear. 
From this window, you can edit the alert by clicking in the necessary field. To inactivate a 
reminder, uncheck the Active check pop-up window. This will mark the reminder inactive and 
remove it from the active list.  
 
Hide/Show Reminder History Link – Allows the provider to toggle between active and 
inactive reminders. 

3.1.4 My Appointments Panel 
This panel displays the ICDB and MedBase appointments assigned to the provider who is logged 
in. The default is the current day’s appointments. The information displayed is the Patient Name, 
Date/Time (of appointment), Reason and Status. Below are explanations of the information 
located below the listing of patient’s appointments. 
 
Today link – Displays the provider’s appointments for today’s date. 
 
Week link – Displays the provider’s appointments for the current week. 
 
Month link – Displays the provider’s appointments for the current month. 
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6 mos link – Displays the provider’s appointments for the next six months. 
 
Initiate Encounter link – Displays a pop-up window that allows for encounter information to be 
entered. See Section 3.2.4.1 for further explanation.  
 
Appointment Information – Displays the appointment date, time, patient’s full name, their 
FMP/SSN and the reason for the appointment regarding the highlighted material in the pop-up 
window above. 
 
Delete link – Displays a pop-up window that verifies if you really want to delete the selected 
appointment. It will not be deleted if there is an unsigned encounter.  
 
Edit link – Displays a pop-up window that allows edits to the appointment information. You can 
also double click the appointment to make edits.  
 
Add New link – Displays a pop-up window that allows a new appointment to be made for the 
current patient. See the figure below.  
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Figure 74.  Add New Appointment Pop-up Window 

3.1.5 My Information Panel 
The information contained on this panel is the Login (ID), Group and Military Entrance 
Processing and Reporting System (MEPRS) designation for the provider who is currently logged 
in. The Login (ID) contains a link along with MEPRS, both in blue font. 
 
When clicked, the Login link will display a pop-up window that allows the user information to 
be added or edited.  
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Figure 75.  Add/Edit User Pop-Up Window 
For more information on this window and its tabs, refer to Section 1.1.23.1.  
 
When clicked, the MEPRS link will display a pop-up window that allows a new search to be 
conducted in order to update the hospital location and the MEPRS information. See the figure 
below. After the correct information has been entered, click the Done button. The Cancel button 
will abort this function and return to the previous screen.  
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Figure 76.  MEPRS Search Pop-Up Window 

3.1.6 Calendar Panel 
The panel displays a calendar which allows a date to be selected to display appointments for a 
particular date. The date will be in bold font when there are appointments assigned for that day.  

3.1.7 Recent Encounters Panel 
This panel displays the most recent encounters, both inpatient and outpatient. You can toggle 
between outpatient and inpatient information by clicking on the appropriate link below. The 
outpatient information pulls the diagnosis and procedures codes from the Ambulatory Data 
System (ADS) encounter. The inpatient information pulls the diagnosis and procedures codes 
from CHCS encounter.  

3.2 Patient Summary Navigation Link 
This screen displays a summary of patient information such as Personal History, Immunizations, 
Patient Alerts, Patient Appointments, Demographics, Recent Encounters – Outpatient/Inpatient, 
Laboratory (Labs) and Radiology (Rads).  
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Also contained on this screen in the upper right corner is the Patient Documents link which 
toggles to the patient’s documents when selected. When the patient’s documents are displayed, 
the link will read Patient Summary to allow you to return back to this function.  

3.2.1 Personal History Panel 
This panel displays the patient’s history regarding medications, allergies, hospitalizations and 
surgeries, chronic conditions (CC), personal history (PHx), family history (FHx) and behavioral 
risk. The information in each of these sections originates from the patient’s DD2766. They are 
described below.  

3.2.1.1 Meds Tab 
This tab displays the name of the prescribed drug, the date regarding the last time the 
prescription drug was filled, and the number of time that the prescription has been filled. The 
headings are Drug, Last Fill and Count. The Meds are pulled in from CHCS.  

3.2.1.2 Allergies Tab 
This tab displays the type of allergy and the date it was first noted. The headings are Allergy and 
Entry Date. The allergy entries are entered directly into MedBase.  

3.2.1.3 Hosp & Surg Tab 
This tab displays the type of hospitalizations and surgeries and the date of the admittance. The 
headings are Description and Start Date. These entries are entered directly into MedBase.  

3.2.1.4 CC (Chronic Conditions) Tab 
This tab displays the type of chronic condition and the date the condition was initially diagnosed. 
The headings are Description and Start Date.   

3.2.1.5 PHx (Personal History) Tab 
This tab displays a description of the patient’s medical history along with the date of the initial 
diagnosis. The headings are Description and Start Date. 

3.2.1.6 FHx (Family History) Tab 
This tab displays a description of the family’s medical history along with the date of the initial 
diagnosis. The headings are Description and Start Date. 

3.2.1.7 Behavioral Tab 
This tab will display the description of the behavioral risk and the date of the initial 
documentation. The headings are Description and Start Date. 

3.2.2 Immunizations Panel 
This panel contains immunization information regarding the disease, the vaccine, the date and 
the dose. You can select a specific immunization which will route you to the Individual 
Immunization screen located under the Immunization Navigation button. For more details on the 
Individual Immunization screen, see Section 5.1. 

3.2.3 Patient Alerts Panel 
This panel displays System Alerts, Clinical Alerts and Reminders.  
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Also, this panel contains the Add Patient Flag link and the Show/Hide History link. 

3.2.3.1 Add Patient Flag Link 
The Add Patient Flag link is located in the upper right corner of the panel. When the link is 
selected, a pop-up window will appear as shown below in the figure below.  
 

 
Figure 77.  System Flag/Message Pop-Up Window 
Select the Flag Category using the drop-down arrow to produce the menu options. Below is an 
example of the menu options. 
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Figure 78.  Flag Category Drop-Down List 

3.2.3.2 Show/Hide History Link 
This link will allow you to toggle between showing history information and hiding history 
information.  

3.2.4 Patient Appointments Panel 
This panel displays the Date/Time, Reason and Status of the patient’s appointment. Also, there 
are links which allow the user to view the patient’s appointments for today, this week, this month 
or all. Below these links, you will find a short summary of the appointment that is selected from 
above. The Initiate Encounter link allows for an encounter to be created for a specific 
appointment. The Delete link will remove the patient’s appointment. The Edit link allows 
changes to the patient’s appointment information. The Add New link allows a new appointment 
to be established for the currently loaded patient. The figure below is an example of the pop-up 
window that appears when the patient’s appointment is selected by double clicking on it.  
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Figure 79.  Patient Appointment Pop-Up Window 

3.2.4.1 Initiate Encounter Link 
Once the appointment has been scheduled for the patient and when the patient arrives for that 
appointment, an encounter must be initiated.  An Encounter is the event that provides data for 
Clinical Notes/Nursing Notes.  The figure below is an example of the pop-up window that 
appears when the Initiate Encounter link is selected.  
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Figure 80.  Initiate Encounter Pop-Up Window 
The Check In information will need to be entered and/or verified, that is, Date/Time, Provider, 
MEPRS and Chief Complaint. Click the OK button when the information has been entered 
and/or verified. Click the Cancel button to abort the function.  
 
The Check Out information will be entered once the appointment is complete.  

3.2.5 Demographics Panel 
This panel displays the patient’s name, FMP/SSN, DOB, the sponsors SSN, gender, service, 
Primary Care Manager (PCM), Pay Grade, Unit and Military Status. Also available are five 
links: PRP, IMR, 2766, IMMUNIZATION and Edit.  See the figure below. 

 
Figure 81.  Patient Summary - Demographics Panel 

Select one of the links to see the report associated with it. 
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3.2.5.1 PRP Link 
This link displays a preview of the DA Form 3180, Personnel Reliability Program.  See the 
figure below. 

 
Figure 82.  PRP, DA Form 3180 

There are two links on the left side of the form that can be expanded by clicking on the + sign.  
See the figure below.  See Section 6.4 for detailed information on filling out the sections of this 
form. 

 
Figure 83.  Expanded Links for PRP 
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Notice the horizontal bars on the left of the figure.  These represent separate portions of the PRP 
screening process.  They correspond to the numbered parts of the form. 
 

3.2.5.2 IMR Link 
This link displays a preview of the Individual Medical Readiness Summary.  The fields are 
populated through the IMR process described at Section 6.2.3.  See the figure below. 

 
Figure 84.  Individual Medical Readiness Summary 
 

3.2.5.3 2766 Link 
This link displays a preview of the ADULT PREVENTIVE AND CHRONIC CARE FLOWSHEET, 
MEDBASE FORM 2766-F, also known as the Master Problem List.  See Section 1.1.13 above for a 
description of the tools associated with this preview.  See the preview in the figure below. 
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Figure 85.  2766 Master Problem List Preview 
 

3.2.5.4 IMMUNIZATION Link 
This link displays a preview of the complete Immunization Report.  It is current for Adults and 
Pediatric patients.  See Section 1.1.13 above for a description of the tools associated with this 
preview.  See the preview in the figure below. 
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Figure 86.  Patient Immunization History Report 

3.2.5.5 Edit Link 
When the Edit link is selected, the selected patient demographics will appear on screen. See the 
figure below. The information contained on the left half of the screen is required information 
while the right half is optional.  
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Figure 87.  Edit Patient Demographics Pop-Up Window 
Review the patient demographic data to ensure that it is correct and make any changes if needed. 
Any changes you make will not be sent back to CHCS or ICDB. The changes will remain in the 
MedBase database.   
 
Caution: Be very careful if you change the FMP/SSN for any patient. All data is linked by these 
identification numbers.   
 
The down arrow to the left of a text field means you must select the entry from a drop-down list. 
Click the arrow to open the list, and then click the appropriate entry which will remain in the 
drop-down pop-up window. You can select Marital Status, Gender and other data fields using the 
drop-down lists.  
 
A unique feature on this screen is seen by clicking on the drop-down for the Date of Birth field. 
This launches a calendar tool you can use to choose the birth date. See the figure below.   



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 65

 
Figure 88.  Calendar for Date of Birth Drop-Down Field 
Click the Save button to save the patient’s new demographic information and the screen will 
return to the patient’s demographic screen with the new information displayed.  

3.2.6 Recent Encounters – Outpatient/Inpatient 
This panel displays the Code, Description and the Count. There are two links to toggle the 
information between Outpatient and Inpatient. Finally, there are two tabs that display Diagnosis 
and Procedure information.  

3.2.7 Labs Panel 
The information contained on this screen is pulled from CHCS through ICDB. The information 
displayed is the date, test, result, source, lab area, accession, provider and department 
information. Click the Lab information to display additional information in the lower half of the 
panel. Note the additional panel in the lower right corner of the screen relates to the selected lab 
work with See Panel in the Result column.  
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Figure 89.  Labs Panel 

3.2.8 Rads Panel 
The x-ray information is pulled in from CHCS through ICDB. Click a specific x-ray to display 
summary information regarding the procedure. See the figure below for an example of the 
information displayed on this panel.  
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Figure 90.  Rads Panel 
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3.3 Patient Readiness Navigation Link 
This screen displays a summary of the readiness status of the soldier.  It includes panels 
providing specific information about Medical Admin, Immunizations, Medical Equipment, 
Medical Tests, Profiles, Dental Readiness, PRP Rating, and Pre/Post Deployment.  See the figure 
below. 

 
Figure 91.  Patient Readiness Screen. 
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3.4 My Clinic Navigation Link 
This will display all providers that match the current MEPRS code and all patient appointments 
yesterday, today and tomorrow. See the figure below. Click a provider to view the Provider 
Summary screen. Click the patient to view the Patient Summary screen.  
 

 
Figure 92.  My Clinic Pop-Up Window 

 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 70

 

3.5 Clinic Board Navigation Link 
This link displays a list of patients currently waiting or being treated in a Hospital Location.  It 
provides a visual tool for managing the treatment of patients by listing their Arrival times, 
Complaints, Care providers, Labs, Xrays, Medications, and Procedures.   
 
To display information for a clinic you must first select a Clinic.  Click on the MEPRS control at 
the top of the screen.  See the figure below for an example. 

 
Figure 93.  Selecting a Clinic. 
Once you have selected your clinic, click on the Done button and then click on Refresh Grid to 
display the following screen. 
 

 
Figure 94.  Clinic Board Screen. 
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Each line of the grid represents a single patient.  The Pt column displays the first initial and last 
4 (SSN), the age, and the full name of the patient.  The second column, Location, shows the 
patient’s current location.  The background color of the displayed row changes to white when 
this is filled in.  Time In shows the time of arrival.  Time Out shows the discharge time.  
Complaint, Attending, Team, and Head Nurse are displayed to provide information about the 
patients encounter.  Lab, Xrays Medications, Procedures, and Disposition are extracted from 
CHCS and cannot be updated here.   
 

3.5.1 Controls on the Clinic Board 
The Clinic Board has a number of controls to modify the display of information on the screen 
and to access other functions within MedBase. 
 

3.5.1.1 Tabs for Current-Patients or All-Patients. 
There are two tabs at the top of the screen.  Pressing the Current Patients tab displays the beds 
or locations for the clinic along with the patients in those beds.  The second tab, All Patients, 
displays a chronological list of all patients seen in the clinic for the date indicated.   
 
To the right of the tabs is a box that indicates that the display will Refresh in N Minutes, where 
N shows the number of minutes until the screen updates itself.  Once the counter reaches 0 the 
display reverts to the default order and format. 
 

3.5.1.2 Select a Different Date 
Below the tabs, the screen indicates the MEPRS Clinic displayed, and the date of the display.  
The date can be changed to view a previous or future day’s activity.  See the figure below. 

 
Figure 95.  Calendar to Change Clinic Board Date Display. 
Once a different date is selected, click on Refresh Grid to update the display.   
 

3.5.1.3 Move a Patient into a Bed/Location 
From the All Patients screen you can assign a Bed/Location to a Patient by selecting the patient 
entry and either clicking on the Edit Patient control at the top of the screen or by double clicking 
on the patient entry.  See the following screen. 
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Figure 96.  Edit a Patient to Select a Clinic Bed/Location. 
Click on the down arrow of Bed#/Location to view the available beds or locations.  Select one of 
them and the default information for the Team assigned to that Bed/Location will display in the 
window.  

 
Figure 97.  Assign a Patient to a Bed/Location. 
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3.5.1.4 Edit Current Patient Entries 
Click on the Current Patients tab to display the patients assigned to Beds/Locations.  Click on 
Refresh Grid if necessary to display the screen.  This screen shows each Location/Bed in the 
clinic.  Occupied beds are shown in white.  Empty beds are gray.  The list is sorted by Bed. 

 
Figure 98.  Current Patients Tab in Clinic Board. 
 
Patient data can be updated by either double clicking on the Patient line, right clicking on the 
Patient line and selecting Edit Board or by selecting the patient’s line and then clicking the Edit 
Patient control above.  The patient line changes to a blue background when it is selected.  See the 
figure below for the Edit Clinic Board Entry window. 

 
Figure 99.  Edit Clinic Board Entry Window. 
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The entries on the left side of the window can be updated.  Those on the right are extracted from 
CHCS.  Click OK when done to save or Cancel to exit without saving the changes. 
 

3.5.1.5 Access the Patient Summary 
Click on the Patient Summary control to bring up the Patient Summary screen described in 
Section 3.2 above. 
 
Right clicking anywhere in the grid will bring up an option to either Edit the Patient entry or to 
display the Patient Summary.  See the figure below. 
 

 
Figure 100.  Edit Board or Patient Summary Selection. 
 

3.5.1.6 Find a Patient 
To find a patient within the Clinic Board, click the Find Patient control.  See the figure below. 

 
Figure 101.  Find Patient on Board. 
This displays a dialog box that allows you to enter either the last 4 of the SSN or at least 2 letters 
of the last name.  Click on OK to locate the patient or Cancel to exit. 
 

3.5.1.7 Sort the Display of the Clinic Board 
Each of the column headings may be used to control the display of the Clinic Board.  Right click 
on any column heading to change the sort order.  See the figure below. 
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Figure 102.  Change Sort Order for Any Column. 
 
When you select Sort .. Ascending (a-z) the display changes to show the patients sorted by First 
Initial-Last 4 (SSN) ascending.  The arrow and the changed color of the column header indicate 
the order of the list.  The  indicates ascending order.  The  indicates descending. 
 
The screen will refresh itself after a few minutes and revert the order to Location.  
 

3.5.1.8 Adjust Column Widths and Row Heights 
Column widths may be adjusted by clicking on the line between any two column headings.  The 
cursor changes shape to a horizontal double arrow and a dotted line displays the margin between 
the two columns.  You may move the margin by moving the mouse and then releasing the button 
at the desired width.  See the before and after figures below. 

 
Figure 103.  Changing the Width of Display Columns. 
Row heights may be changed in the same manner. 

3.5.2 Setup Beds/Locations & Teams 
The Teams assigned to the clinic and the Beds/Locations for patients may be created and edited 
using the Setup Beds and Teams button at the top right of the Clinic Board.  Clicking on the 
button opens the edit dialog displayed in the figure below. 
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Figure 104.  Setup Beds and Locations Dialog. 
 

3.5.2.1 Add or Edit a Clinic Team 
To add or edit a Team, click on the Add or Edit button.  This will display the team edit dialog.  
See the figure below. 

 
Figure 105.  Add/Edit Clinic Team. 

Click on OK to save changes or on Cancel to exit. 
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3.5.2.2 Delete a Clinic Team 
Click on the Delete button to remove a team from the Clinic setup.  You will be asked to confirm 
the deletion.  See figure below. 

 
Figure 106.  Delete a Clinic Team. 
 

3.5.2.3 Add/Edit Bed#/Location for the Clinic 
Once the Teams have been setup you may assign teams and team members to the 
Beds/Locations.  Press the Add button to create a new Bed#/Location for the clinic.  Select a line 
and Press Edit to change an existing Bed#/Location.  The Add/Edit Bed#/Location window will 
pop up.  See the figure below. 

 
Figure 107.  Add/Edit Bed#/Location for Clinic Window. 
You may add or change an Attending Physician or Head Nurse by clicking on the ellipsis buttons 
to the right of those fields. 
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3.5.2.4 Delete a Bed/Location in the Clinic 
Click on the Delete button to remove a Bed/Location from the Clinic setup.  You will be asked to 
confirm the deletion.  See figure below. 

 
Figure 108.  Delete a Bed#/Location from the Clinic. 
 

3.6 My Documents Navigation Link 
This link displays a list of documents available to the provider currently logged on. See the 
figure below for an example of this screen.  

 
Figure 109.  My Documents Screen 
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You can receive a summary of the document by clicking the actual document located in the right 
half of the screen. See the figure below for an example of a document summary.  

 
Figure 110.  My Document Summary Screen 
To view a specific document, expand the tree and click the required document. The figure below 
is an example of a document display.  
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Figure 111.  My Documents – SF600 Display Screen 

3.7 Patient Documents Navigation Link 
This link will allow you to view the following patient documents: 
 

1. Pre-Deployment 
2. Post-Deployment 
3. Depleted Uranium 
4. SF600 
5. IMR 
6. 2766 
7. PRP 
8. Image Document 
9. Inpatient Document 
10. Other Document 
11. Physical Profile 
12. Physical Profile New 
13. Outpatient Document 
14. DD2766F 
15. DD2766M 
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16. DD2766P 
17. DD2766A 

 
The figure below is an example of a screen display when the Patient Documents link is selected. 
 

 
Figure 112.  Patient Documents Screen 
The + in front of a report name indicates that reports exist for this patient. When a report is 
selected with a + next to it, the following screen will display.  
*** 
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Figure 113.  Document Listing under Patient Documents 
If the report is selected from the right portion of the screen, it will display a summary at the 
bottom half of the screen as shown in the figure below. 
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Figure 114.  Document Summary under Patient Documents 
To view the complete report, you can click on an individual report located under each 
expandable tree or double click on the report located in the right half of the display. The report 
will open a PDF Viewer to display the full report. The figure below is an example of the screen 
when the report is viewed through the viewer. 
 

Figure 115.  Document Display under Patient Documents 
 

3.8 Plug-Ins Navigation Link 
This link displays a list of applications and Web sites that the user can access.  See the following 
figure for a sample of those Plug-Ins. 
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Figure 116.  Plug-Ins Icons 
Depending on the installation these icons may provide access to Microsoft Office tools and sets 
of reporting options.  All installations will have the Shortcut to Readiness Reports.  This 
provides easy access to many of the Medbase Readiness reports available in MS Access.  See the 
figure below for an example of the screen options. 

 
Figure 117.  Readiness Reports Available through MS Access. 
 
Double click on one of the bars to start the report dialog.  See the figure below. 
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Figure 118.  Sample Readiness Report Dialog. 
Respond to the dialogs and the following sample report will be displayed either to view or print. 

 
Figure 119.  Sample Readiness Report 

3.9 ICDB Portal Navigation Link 
This will connect you to the ICDB (Integrated Clinical Database) Portal Web site. Click the 
ICDB Portal navigation link and the screen in the figure below will appear.   
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Figure 120.  ICDB Portal Home Page 

3.10 Profiles Navigation Link - Home 
The Profiles Navigation Link will allow you to view, add, edit and delete a patient profile. The 
figure below is an example of a display when the Profiles link is selected.   
 

 
Figure 121.  Profiles Screen 
For details on the use of Profiles see Section 6.3 Profiles Navigation Link - Readiness.  



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 87

3.11 Patient Manager Navigation Link 
This window displays patient and appointment information according to MEPRS code, PCM or 
Unit.  
 
Click the Patient Manager Navigation link located on the left. The figure below will appear on 
the screen. The default will list the current day’s appointments according to the location assigned 
to the MEPRS code.  
 

 
Figure 122.  Patient Manager Screen 

You can change the criteria using the drop-down arrow to list the appointments according to 
Primary Care Manager (PCM) or Unit. The figure below shows the display when the drop-down 
arrow is selected.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 88

 
Figure 123.  Select MEPRS/PCM/Unit under Patient Manager Screen 
When you select PCM from the first drop-down list, you must also select a specific provider 
from the second drop-down field. See the figure below. When you select Unit, you must select a 
specific unit from the second drop-down field. See the next figure.  

 
Figure 124.  List of PCMs under Patient Manager 
When the Unit option is selected, it will take longer than normal to load the all of units in the 
second drop-down field. The figure below is an example of the Units list.  
 

 
Figure 125.  List of Units under Patient Manager 

The third drop-down field allows you to toggle between Appointments and All Patients. See the 
figure below. 
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Figure 126.  All Patients Option under Patient Manager 
The fourth drop-down field allows you to choose the appointment type when Appointments are 
selected for the third drop-down field.  

 
Figure 127.  Appointment Types under Patient Manager 
Once the patient information is displayed under the Patient Manager screen, there is an option to 
print a DD2766 for a single patient, right click on the patient and select the Print DD2766(s) 
from the option menu that displays on the screen. See the figure below. Another option available 
is the Update Unit function.  
 

 
Figure 128.  Print DD2766(s)/Update Unit under Patient Manager 
When the Appointment Date drop-down arrow is selected, a calendar will appear to allow a date 
to be selected as part of the search criteria. See the figure below. 
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Figure 129.  Appointment Date Calendar under Patient Manager 
The Select Printer button displays a pop-up window that allows a particular printer to be 
selected. The figure below is an example of this window. 

 
Figure 130.  Select Printer Pop-Up Window under Patient Manager 
The Print All DD2766-A(s) button will print a DD2766 for each of the patients that have an 
appointment for the selected date. A confirmation pop-up window will appear confirming that 
you want to print all of the DD2766s.  
 
To display the Patient Summary screen, double click on the individual patient information.  
 
Clicking on each of the headings will sort the information. The first click will sort in ascending 
order, a second click will sort in descending order.  
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4 CLINICAL SERVICES NAVIGATION MENU 
The Clinical Services section covers many different areas. You can document an Electronic 
Medical Record (EMR), access and print the Master Problem List (MPL) (DD2766) and the 
Disease Non-Battle Injury/Battle Injury (DNBI/BI) report. Also, you can access the Composite 
Health Care System (CHCS), WinCIS (Windows Computer Information System).  Links are 
available to the login screens for Radiology (RAD), the Web site for Patient Education, the Web 
site to Teledermatology, and DMED Online. 

4.1 EMR Navigation Link (Clinical Note) 
Once a patient is selected and the summary displayed, select the EMR navigation link. It will 
open the Clinical Note screen and show the display represented in the figure below. 
 

 
Figure 131.  EMR Screen 

Note that there are two (2) sections to this screen. They are described as follows: 
 

1. The Encounters tree section with two horizontal tabs labeled Active and MPL. 
2. The nine (9) vertical tabs which process the information during and after an Encounter.  

a. SF600 
b. Check In/Check Out 
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c. Template 
d. Screening/Triage 
e. Interdisciplinary Multi-Assessment Page (IMAP) 
f. IMAP+ 
g. Coding 
h. Profiles 
i. MPL 

 
Note the three arrows pointing to the left. When these are clicked, the screen expands and 
removes the Encounters tree from the display.  Clicking on the three right arrows restores the 
tree to the screen. 

4.1.1 Horizontal Active Tab 
The horizontal Active tab displays the active Encounters. An Encounter stays active from the 
time an appointment is set until the Provider signs the patient’s DD 2766. The Encounter process 
is delivered by accessing the nine (9) vertical tabs.  

4.1.1.1 Check In/Check Out Tab 
To create a new Encounter, click the Check In/Check Out tab. The screen will refresh with the 
following display shown in the figure below.  

 
Figure 132.  Check In/Check Out Tab Display 
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Another way to create a new Encounter is to right click on the word Encounter at the top of the 
Encounter tree. A New Encounter option will appear on the screen. Click the New Encounter 
option and the Encounter pop-up window will appear. See the figure below. Note that both 
displays contain the exact information.  
 

 
Figure 133.  Encounter Pop-Up Window 
The display is divided into three (3) sections. They are Appointment Information, Check In 
and Check Out. The Appointment Information section is not editable. The application will 
automatically populate the fields in the Appointment Information section later. The Check Out 
section will be filled out later when Disposition/Evaluation and Management Codes (E & M) 
service of the SOAP note is completed. Refer to Section 3.2.6.6 for instructions on completing 
this section.  
 
The Check In section will be the first section to enter information using the drop-down arrows or 
ellipsis (…) button. The first field in the Check In section is the Date/Time field that is populated 
with today’s date and the current time. To change the Date/Time field, click the drop-down 
arrow and a calendar will appear similar to the one shown in the figure below.  
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Figure 134.  Check In: Date/Time Drop-Down Calendar 
Click the date located on the calendar. It will place the date in the date field but the time must be 
manually adjusted.  
 
Next, the Provider field will be populated with your login information but it can be changed by 
clicking the ellipsis button. The Provider Search pop-up window will appear as shown in the 
figure below.  
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Figure 135.  Provider Search Pop-Up Window 
The provider can be searched by Code or by Description. To search by provider SSN, click the 
radio button next to Code. To search by provider name, click the radio button next to 
Description. Once the search criterion is selected and the information typed into the Search 
String field, press <Enter> or the Go button. Below is an example of the results of a provider 
search.  
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Figure 136.  Description Criteria Display under Provider Search Pop-Up Window 
Select the provider by clicking the box to the left of the provider SSN, which will place a 
checkmark in the box. Select the Done button and the new provider information will populate the 
provider field. Click the Cancel button to abort this function.  
 
The next field contained in this section is the MEPRS code. It will already contain your code but 
can be changed by clicking the ellipsis button. See the figure below.  
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Figure 137.  MEPRS Search Pop-Up Window 
Note the only search criterion allowed is Code. The figure below is an example of the search 
results on the MEPRS code.  
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Figure 138.  Code Display under MEPRS Search Pop-Up Window 
Select the new MEPRS code by clicking in the box next to the MEPRS code. It will place a 
checkmark in the box and click the Done button. The screen will refresh with the new MEPRS 
code in the field. Click the Cancel button to abort this function.  
 
Lastly, the Chief Complaint field, which is a free text field, must be completed. Place the cursor 
in this field and type in the reason for the encounter. Another option is to cut and paste the Chief 
Complaint instead of entering the data. Once all of the information is entered, click OK button at 
the bottom of the window. This will create a SF600 and automatically direct you to the SF600 
tab as shown in the figure below.  
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Figure 139.  SF600 Display 
If you have to leave this screen for any reason, you don’t have to start over with the Check In 
process. At this point, you can access the Encounter by selecting it from the active Encounter 
tree. The new Encounter will have a yellow “E” shield icon which symbolizes an Active 
Encounter.  
 
Note: The Check Out section will not be completed at this time because the Encounter needs 
further processing.  

4.1.1.2 SF600 Tab 
Once the SF600 is complete, you can print the SF600, which is a record of the note you have just 
entered, click the date of the Encounter on the Encounter tree. The SF600 will appear on the 
right side of the screen. At the top of the SF600 are arrows to move between pages of the 
document, a printer icon, printer setup, e-mail icon, refresh data icon, export icon, zoom drop-
down field and the search icon. Refer to the figure above.  
 
Click the print icon and the Print pop-up window will appear on screen. Indicate All or number 
of pages, number of copies and should the copies be collated. Then click the OK button in the 
Print pop-up window, the Print pop-up window will disappear and the SF 600 for the selected 
Encounter will print. See the figure below.   
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Figure 140.  Print Pop-Up Window 
Click the Printer Setup icon and the Print Setup pop-up window will appear on screen. From this 
pop-up window you can pick a different printer, change the size of the paper, change the source 
of the paper, change printer properties, print through a network or change the orientation of the 
paper. See the figure below.  
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Figure 141.  Print Setup Pop-Up Window 
Click the Refresh Data icon and the Refresh Report Data pop-up window will appear on screen. 
See the figure below to see the Refresh Report Data pop-up window.   
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Figure 142.  Refresh Report Data Pop-Up Window 
You need to choose the current parameters values. Parameters are the criteria that the application 
uses in searching the database to create the report. Do not prompt for new parameter values. This 
option will be removed in a future version of the application. The report has been setup with the 
proper parameters that are needed for the report. Click the OK button and the pop-up window 
will disappear from screen and the report will be refreshed with the current parameter values.   
 
You can increase or decrease the size of the SF600 as it is displayed on screen via the Zoom 
drop-down field. Click the drop-down arrow and a list of options will appear. Choose the 
document size you wish to display and the screen will refresh with the zoom level you selected. 
See the figure below.   
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Figure 143.  Zoom Drop-Down List 
You can search the SF600 for a specific section/item by using the search capability at the top of 
the SF600 screen.   
 
Type in the name of the section or item you are looking for in the field next to the Search icon 
(binoculars) and then click the Search icon. The form will refresh to display the section/item you 
are looking for highlighted with a box. See the figure below.   
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Figure 144.  Search Capability for SF 600   

4.1.1.2.1 Created Encounter Options 
After the SF600 is loaded, right click the newly created encounter (the yellow “E” shield with 
the date stamp and chief complaint) located on the Encounter tree. Three options will appear (see 
the figure below) from which you can choose. They are Edit Encounter, Remove Encounter and 
Provider Sign. 
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Figure 145.  Encounter Options under EMR Navigation Link 
4.1.1.2.1.1 Edit Encounter 
When the Edit Encounter option is selected, the Encounter pop-up window will reappear to allow 
you to make the necessary edits to the encounter. See the figure below.  
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Figure 146.  Edit Encounter Pop-Up Window 
4.1.1.2.1.2 Remove Encounter 
To remove an encounter, right click on the encounter and select Remove Encounter. A 
confirmation window will appear as shown in the figure below.  
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Figure 147.  Remove Encounter Verify Pop-Up Window 
Click Yes to remove the encounter. A pop-up box will appear confirming that the encounter has 
been removed. Click No to abort the function.  
4.1.1.2.1.3 Provider Sign 
This is option is only selected once the encounter is complete. This will normally happen once 
all of the tabs have been accessed and the necessary information entered for the encounter.  
 
Note: Once the document has been signed, only the provider who signed the SF600 can edit or 
rename it.  

4.1.1.3 Template Tab 
When this tab is selected, the window displayed is similar to the figure below. The Choose a 
Template allows you to select from existing templates. The Build a Template is another option 
that allows you to construct a new template. Templates determine the survey questions during 
the encounter.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 108

 
Figure 148.  Template Tab under EMR Navigation Link 

4.1.1.3.1 Choose a Template 
Click the Choose a Template bar. Ensure that an Encounter has been selected under the tree. 
Click in the box next to the required template. Once the templates have been selected, click the 
Load button. Note that the template will add the necessary survey questions to the 
Screening/Triage section. If you want to switch the templates after the initial setup, ensure that 
the radio button next to Switch is selected. Once the template criteria have been selected, click 
the Load button.  
 
You can combine two developed templates. This would be useful if a patient has multiple 
diseases/conditions that you wish to document in an Encounter. Select the templates from the 
list. Then, click the radio button next to the Combine option. The findings from the combined 
templates will be added. If you change your mind and want to remove the findings of a specific 
template from a combined template, click the radio button next to the Switch option. This will 
allow you to select the findings from a single template.  
4.1.1.3.2 Build a Template 
This function creates a template to use with a selected patient or a patient(s) with special 
requirements or for a specific type of disease. You can use an existing template or create a new 
template. Also, you can design the new template to use at a later time, which is a great time 
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saver. You can create a New Template during a patient visit but this would probably take too 
long and should be completed beforehand. This would be useful for patients with the same 
disease or condition.  
 
When Build a Template is selected, the screen shown in the figure below will appear.  

 
Figure 149.  Build a Template Panel 
In order to create a new Template before a patient visit, do not select a specific Encounter. You 
will then see a warning message stating that you won’t be able to load the develop Template 
directly into an Encounter but can save the Template to Load at a later time. See the figure 
below.   
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Figure 150.  Template Warning Message   
Click the OK button in the Warning message and the message will disappear from the screen.  
 
Note that the Build a Template section is divided into two by arrows. The left section consists of 
all of the findings to choose from and the right is the new template that you are creating. The 
arrows allow you to move the findings back and forth. 
 
You can select to design a New Template by the New Template button from the list of Templates 
in the Name drop-down field. The tree in the Edit Template pop-up window will load with all 
findings for the parts of the SOAP (Subjective/Objective/Assessment/Plan) note. Click the + 
symbol next to the word SOAP on the tree. The tree will expand to show the parts of the SOAP 
note.   
 

1. Review of Systems 
2. History 
3. Physical 
4. Diagnosis 
5. Plan 
6. Disposition 
7. Screening/Triage 
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4.1.1.3.2.1 Review of Systems Section of Template   
Click the + symbol next to the Review of Systems part of the SOAP note. Click + symbol next to 
category you wish to add Findings from to the Template. The tree will expand to show the 
Findings available for that Review of Systems category; they are preceded by a yellow “F” 
shield icon. Double click the Finding you wish to add to the Template or use the arrow pointing 
to the right. The selected Finding will move to the right side of the screen. Repeat this process 
for each Review of System Finding you wish to add to the Template. If you make a mistake and 
want to move the Finding back, double click the selected Finding on the right side or use the 
arrow pointing to the left. This will move the selected Finding back to the tree and off the 
Template.  
4.1.1.3.2.2 Subjective/History Section of Template 
In order to add a Finding from the Subjective/History part of the SOAP note to the Template, 
click the + symbol next to the History part of the SOAP note. The tree will expand to show the 
different categories for the History Findings. Click + symbol next to each category you wish to 
add Findings from to the Template. The tree will expand to show the Findings available from the 
History category. They are preceded by a yellow F shield icon. Double click the Finding you 
wish to add to the Template or click the arrow pointing to the right and the selected Finding will 
move to the right side of the screen. Repeat this process for each History Finding you wish to 
add to the Template.  
 
If you make a mistake and want to move the Finding back, double click the selected Finding on 
the right side or click the arrow pointing to the left. This will move the selected Finding back to 
the tree and off the Template.  
4.1.1.3.2.3 Objective/Physical Section of Template 
This step of building the template is the same as the previous sections. Add and remove Findings 
as required.  
4.1.1.3.2.4 Assessment/Diagnosis/ICD9 Section of Template   
In order to add the Assessment/Diagnosis/ICD9 codes to the Template, click the Search for 
ICD9 button. A search pop-up window will appear. Select the radio button next to Code or 
Description. Enter at least three (3) characters and click the Go button to process the ICD9 
search criteria. A pop-up window will appear, similar to the one shown in the figure below.  
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Figure 151.  ICD9 Search Pop-Up Window under Template Tab 
Click the box next to the required diagnosis. This will place a checkmark in the box and click the 
Done button. To abort the selection, click the Cancel button. The Selected ICD9 Code will 
appear on the right side section of the Edit Template under A/Diagnosis. See the figure below. 
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Figure 152.  Diagnosis Code added to Template 
4.1.1.3.2.5 Plan Section of Template 
In order to add the Findings to the Plan section of the Template, click the + next to P/Plan 
section of the SOAP Note on the tree. Under the Plan section will be more options with the + 
next to them. Continue to expand the tree and locate the Findings (F shield) to add to the 
Template. See the figure below.   
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Figure 153.  Findings under Plan Section of Template 
Move or remove the Findings from the Template using the arrow buttons or double clicking on 
the actual Findings. Also, the Search for CPT button can be used to add findings to the 
template. The figure below shows the Findings added to the Plan portions of the Template.  
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Figure 154.  Findings added to Plan Section of Template 
4.1.1.3.2.6 Disposition Section of Template   
In order to add the Disposition to the Template, click the Search for Disposition button and a 
search pop-up window will appear. See the figure below.  
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Figure 155.  Disposition Search Pop-Up Window 
Select the radio button next to Code OR Description. Next, place the cursor in the Search 
String: field. Enter at least three (3) characters in this field and click the Go button. The 
corresponding Code or Description will appear on screen in the IntelliSearch – Evaluation and 
Management (E & M) Search pop-up window.  Click the boxes next to the required disposition 
and a checkmark will appear. See the figure below.   
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Figure 156.  Selecting Codes for Disposition Section of Template 
Click the Done button at the bottom of the E & M Search pop-up window and the pop-up 
window will disappear from the screen. The selected E & M Codes will appear on the right side 
section of the Edit Template pop-up window. See the figure below. The same process applies for 
Search by Description.  
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Figure 157.  E & M Codes Added to Template 
4.1.1.3.2.7 Flowsheets - Screening/Triage of Template 
Next you will need to add Screening/Triage Services to the Template you are building. Click the 
+ symbol next to Flowsheet on the tree. The tree will expand to display Screening/Triage 
flowsheet. Click the + symbol next to Screening/Triage on the tree. The tree will expand to show 
the different categories of Screening/Triage services. Next you click the category of service you 
wish to add services from to the Template. The tree will expand to show the specific services 
under that category of service. Click the specific service you wish to add to the Template. The 
service will highlight and then click the arrow pointing to the right. This will cause the selected 
Screening/Triage service will move from the left to the right side. If you make a mistake, use the 
arrow that points to the left to move the service back. See the figure below.   
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Figure 158.  Selection of Screening/Triage Services for Template 

Note:  Under all the Services, that is, Review of Systems, Subjective/History, 
Objective/Physical, Assessment/Diagnosis, Plan, Disposition, Screening/Triage, you can 
rearrange the order of the findings. Click and hold the finding and move/drag the cursor to the 
location you wish to place the finding. There will be a bar that assists in the placement of the 
finding. Locate the red circle in the figure below, which displays the placement bar. Release the 
mouse button and the finding will be placed in its new location. In this scenario, the Advance 
Directive Type finding is moved above the Post Deployment finding.  
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Figure 159.  Placement Bar for Relocating Findings under Build a Template 

4.1.1.3.3 Completing the Template   
Once all of the data is entered for the New Template, it must be saved. Click the Save button 
located to the right of the New Template button. The Save As pop-up window will appear as 
shown in the figure below. 
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Figure 160.  Save As Pop-Up Window under Build a Template 
Enter the name in the Template Name field. Select the radio button next to User OR Admin. The 
User option will place the template under My Templates. The Admin option will place the 
template under System and My Templates.  
 
When the MEPRS code matches the users MEPRS code, it will place the template under System, 
My Templates and My Clinic. To select the MEPRS code, click the Search For Clinic button. 
The figure below is an example of the window that appears when the Search For Clinic button 
is selected and the search criteria entered.  
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Figure 161.  Search For Clinic/MEPRS Code Pop-Up Window 
Click the box next to the correct MEPRS code. This will place a checkmark in the box. Then 
click the Done button to select the MEPRS code. Click the Cancel button to abort this function.  
 
Once the Done button is selected, it will return to the Save As screen and display the MEPRS 
code for the new template.  
 
Click the OK button at the bottom of the Save As pop-up window. The window will disappear 
and the New Template will be saved. To access the saved Template, click the arrow in the Name 
drop-down field. The list of available Templates will display below including the newly created 
Template.   
 
If you wish to review the data that has been associated and saved for the New Template, click the 
Template name. The name will highlight and remain in the Name pop-up window while the 
associated data will be displayed on the right side of the Edit Template screen.   
 
You can edit a developed Template if it has not been used to document a previous Encounter. 
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You can add Findings to a previously developed Template. After you have made the changes by 
either adding or removing, click the Save button on the Edit Template pop-up window and then 
the Close button. Your changes will be saved and applied to the existing Template.  
4.1.1.3.4 Rename a Template   
You can rename a previously developed Template. You would want to do this if you had added 
or removed data that was associated with a Template and this Template was not used to 
document an Encounter. Select the Template to rename from the Name field. Click the Rename 
button located in the upper right corner of the Build a Template window. The Rename Template 
pop-up window will appear on screen. The pop-up window will display the current name of the 
Template and you can type the new name of the Template. See the figure below. 
 

 
Figure 162.  Rename Template Pop-Up Window 

Click the OK button and the New Name for the Template will be saved in the Name drop-down 
list and the Old Name removed.  
4.1.1.3.5 Delete a Template   
You can also delete a previously developed Template if it has not been used in documenting an 
Encounter. Select the Template you want to delete so that it displays in the Name field. Click the 
Delete Template button. A warning message will appear on screen asking if you really want to 
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delete the Template. See the figure below. Click Yes to continue the delete process. Click No to 
abort the process.  
 

 
Figure 163.  Delete a Template 

4.1.1.3.6 EMR Setup Button 
This button allows new Service Groups, Finding Groups and Findings to be setup. Click the 
EMR Setup button and the pop-up window will appear as shown in the figure below.  
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Figure 164.  EMR Setup Pop-Up Window 
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Figure 165.  EMR Setup Pop-Up Window 
The first field in this window is the Note Group. Click the drop-down arrow to display the list of 
existing Services. Click the + symbol to add a new Note Group and the Add EMR Note Group 
pop-up window will appear as shown in the figure below.  
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Figure 166.  Add EMR Note Group Pop-Up Window 
Enter the name of the Service and click the OK button. Another pop-up window will appear 
verifying that the new Service was added successfully. Click the OK button. The screen will 
refresh to display the new Service in the Note Group field. The option to delete or edit the Note 
Group can be achieved by clicking the – symbol or the paper/pencil icon, respectively.  
 
The second field is the Findings Group. It can be populated using the drop-down arrow to 
display existing Findings Groups related to the Note Group. To add a new Finding Group that 
relates to the Note Group, click the + symbol and the Add Exam pop-up window will appear. See 
the figure below.  
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Figure 167.  Add Exam Pop-Up Window 
Enter the name of the Findings Group and click the OK button. Another pop-up window will 
appear verifying that the new Findings Group was added successfully. Click the OK button and 
the screen will refresh with the new Findings Group will be displayed in the field. The option to 
delete or edit the Findings Group can be accomplished by clicking the – symbol or the 
paper/pencil icon, respectively.  
 
The next step is to select the Finding Type. ROS (Review of Systems), HPI (History), Physical 
Exam and Plan are the available options, which are located under the SOAP note. Select the 
radio button next to the Finding Type and the screen will refresh with a list of options under the 
Findings available section. The figure below is an example of the ROS radio selected and the 
Findings available display.  
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Figure 168.  Findings Available Display for Finding Type on EMR Setup 
Double click the Finding to move it under the Findings selected section. You can also click the 
Finding then click the right arrow to move it under the Findings selected section. If you move the 
wrong Finding to the Findings selected section, you can double click it and it will move back to 
the Findings available section. You can also highlight the Finding and click the left arrow to 
perform the same function.  
 
If you need to add a new Finding to the available section, click the + symbol at the bottom of the 
Finding available section.  
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Figure 169.  Add Finding Pop-Up Window 
Select the radio button next to the Finding Type and enter the name in the Finding Description 
field. Click the OK button. A pop-up window will appear verifying that the new Finding 
Description was added successfully. Click the OK button and the screen will refresh to display 
the new Finding Description in the Findings Selected section. See the figure below.  
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Figure 170.  Finding Added to Findings Selected Section on EMR Setup 
You can also delete or edit a Finding under the Findings available section using the – symbol and 
the paper/pencil icon, respectively.  
 
Once all of the fields and Findings have been entered/selected, click the Apply button then the 
OK button. Click the Cancel button to abort this function at any time.  
4.1.1.3.7 Flowsheet Setup Button 
See Section 1.1.29 for instructions on this function.  
4.1.1.3.8 Service Setup Button 
See Section 1.1.30 for instructions on this function.  

4.1.1.4 Screening/Triage Tab 
The next step to the Encounter process is to enter the answers to the survey questions set out 
under the Screening/Triage tab. The figure below is an example of the display when the 
Screening/Triage tab is selected.  
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Figure 171.  Screening/Triage Tab 
From this screen, answer the survey questions accordingly. You can save each individual survey 
question with the Save button or click the Save All button to save all of the questions under each 
category. DO NOT move to the next screening section until you SAVE. The figure below is an 
example of the screen display when survey questions have been saved.  
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Figure 172.  Saved Survey Questions under Screening/Triage 
To edit a Service, right click on the “S” shield icon that contains the date and time stamp. Two 
options will appear; Edit Service and Delete Service. Select Edit Service and right section will 
refresh with the selected survey question and service displayed. See the figure below for an 
example of this screen. 
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Figure 173.  Edit Service Screen 
Select the new service using the drop-down arrow to display the list of valid responses. Click to 
select the response. Comments can be added using the button. When complete, click the Update 
button.  
 
To delete a service, right click on the “S” shield icon that contains the date and time stamp. Two 
options will appear; Edit Service and Delete Service. Select Delete Service. A pop-up window 
will appear verifying that you want to delete the service. Click the Yes button to remove the 
service. Click the No button to abort this function.  

4.1.1.5 IMAP (Interdisciplinary Multi-Assessment Page) Tab 
When the IMAP tab is selected, the following window shown in the figure below will appear. 
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Figure 174.  IMAP Tab 
These free text boxes relate to the SOAP note. Therefore, the information entered in these six (6) 
sections will be updated under the same section contained in the SOAP note.  
 
It is important to note that the free text entered from this tab can be overwritten with information 
entered from the IMAP+ tab and visa versa.  

4.1.1.6 IMAP+ Tab 
This window will display each of the Encounter SOAP sections. The figure below is an example 
of an IMAP+ window. 
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Figure 175.  IMAP+ Tab 
The SOAP note refers to Subjective (history), Objective (physical), Assessment (diagnosis) and 
Plan notes. You can bring up the SOAP note by clicking the + next to the SOAP section on the 
Encounter icon. 
 
There are six (6) systems contained in this tab that are reflected in the services tree under SOAP 
located on the Encounters tree. They are as follows: 
 

1. Review of Systems 
2. History of Present Illness 
3. Physical 
4. Diagnosis  
5. Plan 
6. Disposition/Evaluation and Management (E & M) 

 
Completion of the SOAP note is the next part of your Encounter with the patient. From this 
screen you can enter the Findings under each System. Also, you can input comments by clicking 
the ellipsis box in the Comments column.  
4.1.1.6.1 Review of Systems Section   
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In the figure below, you will see the SOAP note section of the tree opened to the Review of 
Systems section.   

 
Figure 176.  Review of Systems Section of SOAP Note 
You can document a patient’s History Findings by either clicking on the category you wish to 
chart on under the Review of Systems tree or by scrolling through all the Findings listed on the 
right side of the screen. When you click a category on the Review of Systems tree, the findings 
that are specific to that category will appear on the right side of the screen under SOAP Review 
of System Findings. You click the Yes or No checkbox depending on whether the Finding is 
present or not. When you mark a Finding, a View/Edit Comments symbol will appear in the 
Comments section. Click the View/Edit Comments symbol (ellipsis button), the View/Edit 
Comments pop-up window will appear on screen. Type in needed data in the Comments section 
and the click the OK button. See the figure below.   
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Figure 177.  View/Edit Comments Pop-Up Window in Review of System SOAP Note   
After clicking the OK button, the View/Edit Comments pop-up window will disappear and the 
entered data will show in the Comments section of the SOAP History Findings   
4.1.1.6.2 History of Present Illness Section 
This section is documented in the same manner as the Review of Systems. See Section 3.2.6.1 
for more information on completing this section.  
4.1.1.6.3 Physical Section   
In order to document Findings in the Objective/Physical part of the SOAP note, click the O icon 
in the SOAP note tree. The tree will change to the Objective tree with major categories of 
Findings underneath. See the figure below.   
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Figure 178.  Physical Section of SOAP Note   
You can document the patient’s Physical Findings by either clicking on the category you wish to 
chart on under the Objective tree or by scrolling through all the Findings listed on the right side 
of the screen. When you click a category on the Objective tree, the findings that are specific to 
that category will appear on the right side of the screen under SOAP Physical Findings. You 
click the Yes or No check pop-up window depending on whether the Finding is present or not. 
When you mark a Finding, a View/Edit Comments symbol will appear in the Comments section.  
 
If you need to add comments, click the View Edit icon (ellipsis button) and type your data in the 
Comments section. Then click the OK button and the comments will appear in the Comments 
section of the SOAP Physical Findings.   
4.1.1.6.4 Diagnosis & Plan Section 
In order to document the Diagnosis codes and Plans, click the Diagnosis or Plan section of the 
SOAP. It is documented in the same manner as the Physical Section. Refer to Section 3.2.6.3 for 
more information on completing this section.  
 
4.1.1.6.5 Disposition/E & M Code Section   
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In order to document the Disposition Plan and E & M Codes, click the D/Disposition section of 
the SOAP Note or the bar located in the right section. The figure below is an example of the 
Disposition/E & M screen.  
 

 
Figure 179.  Disposition/E & M Section of the SOAP 
This part of the SOAP note is different than the previous sections. The only thing that is similar 
is the free text field where data can be entered and saved. There are three (3) fields located at the 
bottom of the screen called Disposition, Follow-Up With and On that use a drop-down arrow to 
produce the valid options from which to select. The On field does allow you to enter the date and 
time manually without using the Calendar that appears when the drop-down arrow is selected.  
 
The last option available on this screen is Profiles. Click on the word Profiles and a blank 
Physical Profile form (DA Form 3349) will appear. See the figure below.  
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Figure 180.  Blank Physical Profile Form (DA FORM 3349) 
Next to the word Profile is a drop-down arrow. Click the drop-down arrow and a list of valid 
profile templates will appear. See the figure below.  
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Figure 181.  List of Profile Options on Disposition/E & M of the SOAP 
Note that the profile templates are divided into three sections. The top option will always be a 
Blank Profile. The second section is the System (Admin) templates that cannot be deleted once 
they have been created. The third section is the User templates that can be deleted if they have 
not been used to document a Profile. Select the appropriate template and the screen will refresh 
with the selected Profile Template. 
 
Refer to Section 6.3 for more instructions on how to complete the profile.  
 
Note: The information that is entered into the Disposition and Date/Time field will be updated in 
the Check Out section of the Check In/Check Out tab. 
 
4.1.1.6.6 Completing the Encounter 
The last step in processing an Encounter is the Provider Sign. Right click on the Encounter and 
select the Provider Sign option. A CHCS signature pop-up window will appear requesting your 
access code and password. See the figure below.  
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Figure 182.  Provider Signature Pop-Up Window 
 
Note: The CHCS Access Code and Verify Code must be set up in MedBase on the Systems tab 
of the Add/Edit User window that is displayed when you click the My Info Icon on the Toolbar 
or the Sys Admin Icon. With the Sys Admin Icon, the user must have System Administrator 
privileges.  
 
Enter the access code and password and click OK. A pop-up window will appear that shows that 
the records are exporting.  
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Figure 183.  Exporting Records for Encounter Signing 
Once the records are done exporting, a message will appear confirming that the Encounter has 
been signed as shown in the figure below.  Note that the shield icon changed from yellow to 
green.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 145

 
Figure 184.  Signed Encounter 
Click the OK button and the message will disappear from the screen. The signed Encounter will 
move from the horizontal Active tab to the horizontal MPL tab.   

4.1.1.7 Coding Tab 
This tab is normally accessed by coders for medical procedures.  See the figure below.  It 
displays 3 panels for medical code systems: ICD9, CPT, and E & M Code Review and Search.  
The panels allow coders to look up and insert the appropriate codes for this patient encounter.   
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Figure 185.  Coding Tab Screen 
 

 
Figure 186.  Coding Tab Panel Search 
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Figure 187.  Results of Coding Tab Code Searches 

4.1.1.8 Profiles Tab 
This displays the profile attached to the selected Encounter.  

4.1.1.9 MPL (Master Problem List) Tab 
This displays the full version of the patient’s DD 2766 for the patient’s encounter.  
 
You can display and print a patient’s DD 2766 by clicking on the Encounter with an “S” shield 
icon and date stamp and Chief Complaint. Once the SF600 is loaded, click the MPL Tab and the 
screen will refresh with the DD 2766. The same function can be performed by clicking on the 
DD 2766 icon on the MedBase Toolbar. The DD 2766 will display on the right side of the 
screen. You can move through the document, print, refresh data, e-mail and search just as you 
learned with the SF600. See the figure below. 
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Figure 188.  MPL (DD 2766) Tab 

4.1.2 Horizontal MPL Tab 
To the right of the horizontal Active tab, there is a MPL tab. It is circled and selected below in 
the figure below. 
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Figure 189.  Horizontal MPL Tab 
From this tab, you can review previously documented information in the Encounters. The 
historical Encounter will have a green “E” shield icon next to it. Click the + next to the selected 
Encounter. The tree will expand to show the historical encounter’s Screening/Triage section, 
SOAP note, any Profiles for the selected Encounter and the Encounter History. Click the + next 
to the section you wish to review information and the tree will expand to display the 
information/services that have been documented for that Encounter. If the service has 
information documented, there will be either a green square icon (normal/not overdue) or a red 
heart icon (abnormal/overdue) before the service. Click the + symbol before the specific service 
and the tree will expand to show specific instances of documented data. Normal/Not Overdue 
service information will be preceded by a green S shield icon followed by date and time of each 
instance or a red shield icon before the date/time if the information is Abnormal/Overdue. 
 
If the Historical Encounter requires editing, it must be performed by the Provider that originally 
signed the encounter. Right click the Encounter date and three options will appear: Edit 
Encounter, Remove Encounter and Provider Sign. See the figure below.   
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Figure 190.  Historical Encounter Options 
After clicking the Edit Encounter option, the Encounter pop-up window will appear on the 
screen. See the figure below.  
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Figure 191.  Edited Historical Encounter 
You can edit the information via drop-down pop-up windows and typing in a new Chief 
Complaint. Click the OK button and the changed information will save. Click the Cancel button 
to abort the editing.  
 
From the MPL tab, you can remove a Historical Encounter by right clicking on the Encounter 
date and select the Remove Encounter option. A warning message will appear on the screen 
verifying that you want to remove the Encounter. See the figure below.   
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Figure 192.  Remove Encounter Warning Message   
Click the Yes button to delete the encounter. The warning message will disappear and the 
message in the figure below will appear on the screen. Click the OK button and the message will 
disappear. Click the No button to abort the encounter deletion.  
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Figure 193.  Successful Initial Encounter Removal Message 

4.1.2.1 Encounter Screening and Triage 
Click the + symbol next to the word “Encounters.” Then click the + symbol next to the green “E” 
(encounter) shield. Lastly, click the + symbol next to Screening/Triage. The tree will expand to 
show the specific Screening/Triages services. Click the + symbol next to the Screening/Triage 
categories. The tree will expand to show the different Screening/Triage service (“S” shield). 
Click the See the figure below.  
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Figure 194.  Encounter Screening/Triage Tree 

4.1.2.2 Edit Historical Encounter Screening/Triage Service 
If the service has information documented, there will be either a green square icon (normal/not 
overdue) or a red heart icon (abnormal/overdue) before the service. Click the + symbol before 
the specific service and the tree will expand to show specific instances of documented data. 
Normal/Not Overdue service information will be preceded by a green S shield icon followed by 
date and time of each instance or a red “S” shield icon before the date /time if the information is 
Abnormal/Overdue. Locate the service you wish to edit and double click. The Edit window will 
appear similar to that shown in the figure below. 
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Figure 195.  Screening/Triage Services Edit Window 
Also, the Services Edit Window can be accessed by right-clicking on the service and two options 
will appear. They are Edit Service and Delete Service as shown in the figure below.  
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Figure 196.  Screening/Triage Service Options 

4.1.2.3 Delete Historical Encounter for Screening/Triage Service  
To delete an existing service, right click on the Service, which is denoted with an “S” shield 
icon. Select Delete Service. The service will automatically be deleted.  

4.1.2.4 Historical Encounter SOAP 
You can edit the SOAP note for a specific encounter. Refer to Section 3.2.6 for information on 
SOAP.  

4.1.2.5 Profiles 
You can edit the Profile for a specific encounter. Refer to Section 6.3 for information on Profiles.  

4.1.3 Encounter History 
Click the + symbol next to Encounter History and the tree will expand. The information is a 
history of the functions that have been performed on this encounter. See the figure below for an 
example of the display under Encounter History.  
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Figure 197.  Encounter History Tree Display 

4.1.4 Historical Screening/Triage 
This section allows you to view and delete a service under the Historical Screening/Triage tree. 
You cannot edit the services under this tree.  

4.1.5 CHCS Labs 
The CHCS Labs tree displays a list of laboratory tests and their results. See the figure below. 
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Figure 198.  CHCS Labs Tree 
To display the lab results, double click on the flag and test name. A CHCS Results pop-up 
window will appear as shown in the figure below.  
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Figure 199.  CHCS Results Pop-Up Window 
Right click on the flag along with the test name and three options will appear as shown in the 
figure below.  
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Figure 200.  CHCS Lab Options 
The Add To This Chart is a function that will be implemented at a later date. 
 
The Signed Encounters allows you to add the selected lab to a signed encounter. Move the cursor 
over the Signed Encounters right arrow and a list of signed encounters will appear. Select the 
signed encounter that you wish to attach the CHCS lab results to. 
 
The Active Encounters allows you to add the selected lab to an active encounter. Move the 
cursor over the Active Encounters right arrow and a list of active encounters will appear, if 
applicable. Select the active encounter that you want to attach the CHCS lab results to. 

4.1.6 CHCS X-Rays 
This function allows you to view the patient’s x-rays.  

4.1.7 Medications 
You can review the list of the patient’s medications, both active and inactive, by clicking the + 
next to Medications. The tree will expand to list the patient’s medications. The gray line icon 
means the medication is inactive, not being taken by the patient. The green circle icon means this 
is a medication the patient is taking. 
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4.1.7.1 Add Medication 
When you right click the word Medications, two options will appear. They are Add and Add 
Other. The Add option contains an arrow that will display more options when you move the 
cursor over the arrow. The figure below is an example of this display.  
 

 
Figure 201.  Add/Add Other Medication Options 
From the medication list shown above, select the medication by clicking it. A pop-up window 
will appear requiring you to enter the SIG, the Rx date, the Rx number, the quantity and the 
remaining refills. Note that the provider and drug name are already populated. Below is an 
example of this pop-up window.  
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Figure 202.  Add Medication Pop-Up Window 
Once all of the information has been entered, click the OK button. To abort this function, click 
the Cancel button.  
 
When you select the Add Other option displayed in the figure below, a screen will appear. It is 
very similar to the following figure except that the Drug Name field is not populated.  Continue 
to enter the required information and click OK button when complete.  The Cancel button will 
abort this function.  
 
You can review the details about a specific medication by double clicking, or right clicking and 
selecting Details, on the date and time located under the name of the medication. The figure 
below is an example of this window.  
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Figure 203.  Medication Details Pop-Up Window 

4.1.7.2 Edit Medication Data   
Once you select a medication by double clicking, the Medication pop-up window appears. See 
the figure below. 
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Figure 204.  Medication Pop-Up Window 
Click the Edit button. You may be prompted to enter your CHCS ID and Password. The screen 
will refresh with the fields in the Medication Pop-up Window available for input (all white 
fields). See the figure below. 
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Figure 205.  Edit Medication Pop-Up Window  
Once the Medication information is edited, click the OK button. Click the Cancel button to abort 
this function.  
 

4.1.7.3 Medication Detail – Activate/Deactivate 
Also, right clicking on the medication date and time stamp will produce other options. They are 
Detail, Activate and Deactivate. See the figure below.  
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Figure 206.  Other Medication Options 
Detail performs the same function as double clicking. It allows you to edit the Medication 
information.  
 
The Activate option allows you to active an inactive medication. When the selected Medication 
is activated, the gray line icon in front of the medication will change to a green circle. 
 
The Deactivate option allows you to deactivate an active medication. When the selected 
Medication is deactivated, the green circle icon in front of the medication will change to a gray 
line. 
 

4.1.7.4 Delete Medications 
A specific medication may be deleted by right clicking on the medication date and time stamp 
and selecting the Delete option.  You will be asked to verify the deletion.  Press Yes to confirm 
or No to cancel the deletion option. 

4.1.8 Patient History 
The categories under this section are Chronic Conditions (CC), Personal History (PHx), Test & 
Procedures, Family History, Behavioral Risk, Allergies, Hospitalizations and Surgeries. 
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4.1.9 Chronic Conditions 
This category allows you to add, edit and delete chronic conditions under Patient History. To add 
a Chronic Condition, right click Chronic Conditions and the Add Other option will appear. See 
the figure below. 
 

 
Figure 207.  Add Chronic Condition under MPL 
Click Add Other and an Edit Person History Item pop-up window will appear. See the figure 
below.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 168

 
Figure 208.  Edit Person History Item under Chronic Conditions 
The first field of the pop-up window where the name of the chronic condition is to be entered is 
the Description. The second field is the Comments field. Once the information is entered, click 
OK to save the data. Click the Cancel button to abort this function. 
 
You can also edit and delete existing chronic conditions. Right click the specific condition 
located under the Chronic Condition tree and two options will appear: Edit and Delete. Click 
Edit and the Edit Person History Item pop-up window will appear allowing you to edit the 
comment field only on the chronic condition. See the figure below. 
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Figure 209.  Edit Chronic Condition under MPL 
To Delete a Chronic Condition, click the Delete option and you will get a warning message. 
Click Yes to delete the condition or No to abort the delete.  
 
Note:  The information entered here will be displayed on the CC tab located on the Personal 
History panel under the Patient Summary screen.  

4.1.10 Personal History 
To add Personal History information to the Patient History, right click the Personal History and 
the option to Add Other will appear. Click Add Other and an Add Person History Item pop-up 
window will appear. There are two required fields; Description and Comment. You can add data 
to Description and Comments in the Edit Person History Item pop-up window and click OK to 
save.  
 
To edit an existing history item under Personal History, right click the specific Personal History 
item and two options will appear: Edit and Delete. Click Edit and the Edit Person History Item 
pop-up window will appear that allows you to edit the comments only. Click OK to save. 
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 170

If you want to Delete a Personal History item, click the Delete option and you will get a warning 
message. Click Yes to delete the condition or No to abort the delete.  

4.1.11 Test & Procedures 
To add Test & Procedures information to Patient History, right click the Test & Procedures and 
the option to Add Other will appear. Click Add Other and an Add Person History Item pop-up 
window will appear. There are two required fields; Description and Comment. You can add data 
to Description and Comments in the Edit Person History Item pop-up window and click OK to 
save.  
 
To edit an existing Test & Procedures item under the Test & Procedures category, right click the 
specific test and procedure item and two options will appear: Edit and Delete. Click Edit and the 
Edit Person History Item pop-up window will appear that allows you to edit the comments only. 
Click OK to save. 
 
If you want to Delete a Test & Procedures item, click the Delete option and you will get a 
warning message. Click Yes to delete the condition or No to abort the delete.  

4.1.12 Family History 
To add Family History information to Patient History, right click Family History and the option 
to Add Other will appear. Click Add Other and an Edit Person History Item pop-up window 
will appear. Enter data to Description and Comments fields and click OK.  
 
To edit Family History, right click the specific Family History item and two options will appear: 
Edit and Delete. Click Edit and the Edit Person History Item pop-up window will appear. The 
comments field is the only field you can edit. Click OK to save.  
 
To delete a Family History item, click the Delete option and you will get a warning message. 
Click Yes to delete the condition or No to abort the delete. 

4.1.13 Behavioral Risk 
To add Behavioral Risk information to Patient History, right click Behavioral Risk and the 
option to Add Other will appear. Click Add Other and an Edit Person History Item pop-up 
window will appear. Enter data to Description and Comments fields and click OK.  
 
To edit Behavioral Risk, right click the specific Behavioral Risk item and two options will 
appear: Edit and Delete. Click Edit and the Edit Person History Item pop-up window will 
appear. The comments field is the only field you can edit. Click OK to save.  
 
To delete a Behavioral Risk item, click the Delete option and you will get a warning message. 
Click Yes to delete the condition or No to abort the delete. 

4.1.14 Allergies 
To add Allergy information to Patient History, right click Allergies and two options will appear: 
Add and Add Other. Move the cursor over Add and a second menu expands from the first. 
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They are Medications, Food, Environmental, Other and NKDA (No Known Drug Allergies). See 
the figure below.  
 

 
Figure 210.  Add Allergies Menu Options 
If you move your cursor over Foods, the menu expands to show common food allergies. See the 
figure below. 
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Figure 211.  Food Allergies Menu 
Click the food type that causes the allergy and the Add Allergy pop-up window will appear on 
the screen. See the figure below.  
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Figure 212.  Add Allergy Reactions Pop-Up Window 
This pop-up window allows you to enter the onset date along with the Patient Reaction to 
allergen. More than one reaction can be selected by clicking it. If an incorrect reaction was 
selected, click on it again and it will unselect. A Comments section is also available to enter free 
text. Once complete, click the Select button in the Add Allergy pop-up window. The pop-up 
window will disappear from the screen and the allergy reactions will be saved.  
 
Allergies are linked to ICD9 codes. On the DD2766, Allergies are now listed along with their 
corresponding ICD9 code. You will need to click the Refresh button at the top of the DD 2766 
for the newly added Allergy to show on the DD 2766. 
 
To enter a new allergy not on the list, select Add Other. An Other Allergy pop-up window will 
appear. Enter the type of allergy in the blank field. Click OK and the application opens the Add 
Allergy pop-up window to select the allergy reactions as described above.   
 
Click the + next to the word Allergy under the Patient History section. A list of the patient’s 
allergies will display below. A Flower icon indicates an allergy. 
 
Once an allergy is added to Patient History, two other options will be available. They are Detail 
and Delete. The Detail option allows you to review the allergy information. If necessary, you can 
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add or remove a reaction using the corresponding button. Comments can also be entered from 
this screen. Below is an example of this pop-up window. 
 

 
Figure 213.  Allergy Detail Pop-Up Window 
To delete an allergy, click the Delete option and you will get a warning message. Click Yes to 
delete the condition or No to abort the delete. 

4.1.15 Hospitalizations 
To add hospitalization information to Patient History, right click Hospitalizations and the option 
to Add Other will appear. Click Add Other and an Edit Person History Item pop-up window 
will appear. Enter data to Description and Comments fields and click OK.  
 
To edit Hospitalizations, right click the specific Hospitalization item and two options will 
appear: Edit and Delete. Click Edit and the Edit Person History Item pop-up window will 
appear. The comments field is the only field you can edit. Click OK to save.  
 
To delete a Hospitalization item, click the Delete option and you will get a warning message. 
Click Yes to delete the condition or No to abort the delete. 
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4.1.16 Surgeries 
To add surgery information to Patient History, right click Surgeries and the option to Add Other 
will appear. Click Add Other and an Edit Person History Item pop-up window will appear. 
Enter data to Description and Comments fields and click OK.  
 
To edit Surgeries, right click the specific Surgeries item and two options will appear: Edit and 
Delete. Click Edit and the Edit Person History Item pop-up window will appear. The comments 
field is the only field you can edit. Click OK to save.  
 
To delete a Surgeries item, click the Delete option and you will get a warning message. Click 
Yes to delete the condition or No to abort the delete. 

4.1.17 ADS (Ambulatory Data System) Encounter Info 
This information is entered into CHCS which is then passed on to ICDB. MedBase then gets the 
information from ICDB. Click the + symbol next to ADS Encounter Info and the tree will 
expand to display Diagnosis, Procedures, Evaluation and Management (E & M) and Disposition.   

4.2 MPL (Master Problem List) Navigation Link 
This link will display survey questions according to the patient’s age that can be answered or 
reviewed with historical data regarding Screening/Triage, CHCS Labs, CHCS X-Rays, 
Medications, Patient History and ADS Encounter Information.  
 
When this link is selected, the DD 2766 will load on the screen as shown in the figure below.  
 

 
Figure 214.  MPL Navigation Link Display 
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From this screen, you can also view and print a Patient’s DD 2766. You can navigate through the 
pages of the report by using the arrows at the top of the screen. You also have option to print, e-
mail, zoom or search on the report using the icons at the top of the screen. You must select a 
patient before attempting to view and print the DD 2766. You can view a patient’s DD 2766 by 
clicking on the 2766 icon at the top of the screen on the Toolbar or by clicking on the DD 2766 
icon on the left side of the Reports screen. 

4.2.1 Age-Related Preventative Services 
To display the age-related Preventative Services, click the + symbol next to age-related name at 
top of tree. The tree will expand to show the different Preventive Service categories and a list of 
all Preventive Services will appear on the right side of the screen. See the figure below.  The age 
categories are as follows: 
 

1. Newborn (0-3 months) 
2. Infants (up to 18 months) 
3. Children (1-12) 
4. Adolescent (12-18) 
5. Young Adults (18-29) 
6. Adults (30-49) 
7. Adults (50>) 

 

 
Figure 215.  Preventative Services/Survey Questions under MPL 
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Next, click the + symbol next to the Preventive Service category and the tree will expand to 
show the specific Preventive Services for that category. Below is an example of each of the 
Preventive Services categories expanded to show each individual Preventative Service survey 
question.  
 

 
Figure 216.  Expanded View of Survey Questions for Preventative Services  
To enter a response to a survey question, use the drop-down arrow to list the valid responses. 
Click the appropriate response. A Normal response will display a green “S” shield. An Abnormal 
response will display a red “S” shield. Comments can be entered for each survey question by 
clicking the Comments button. A free text field will appear where the comment can be entered. 
There may be other fields that require additional information to be entered manually. An 
example is the systolic and diastolic reading on blood pressure.  
 
Click the Save All button or you can save each specific Preventive Service item separately using 
the Save button under each survey question. The information will be saved and the icons will 
change on the tree.  
 
Note:  It is imperative that you save your edits under each of the Preventative Services categories 
before continuing on to another category.  
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To edit a response to a survey question, right click on the entry with the “S” shield. Two options 
will appear: Edit Service and Delete Service. Select Edit Service. The right side of the screen 
will refresh with the selected service for you to update. Make the necessary changes and click the 
Update button when complete.  
To delete a response to a survey question, right click on the entry with the “S” shield and select 
Delete Service. A confirmation pop-up window will appear verifying that you want to delete the 
selected service. Click the Yes button to process the delete. Click the No button to abort the 
process.  

4.2.2 Screening/Triage 
The survey questions under this category can be answered, edited and deleted in the same 
manner as the Preventative Services survey questions. See Section 3.2.4 or 3.3.1 on how to 
answer, edit and delete the Screening/Triage survey questions.  
 
Note:  It is imperative that you save your edits under each of the categories, that is Pain 
Assessment, Medical Screening, Medical Admin, etc., before exiting one category and entering 
another.  

4.2.3 CHCS Labs 
See Section 3.5 on the functions available for CHCS Labs.  

4.2.4 CHCS X-Rays 
See Section 3.6 for more information. 

4.2.5 Medications 
See Section 3.7 on how to add, edit, remove, activate and deactivate Medications.  
 
Note:  Medications added to MedBase from the patient’s MPL will update the Personal History 
panel under the Patient Summary screen  

4.2.6 Patient History 
See Section 4.1.8 for more information on the functions under Patient History.  

4.2.6.1 Chronic Conditions 
See Section 4.1.9 for more information on the functions under Chronic Conditions.  

4.2.6.2 Personal History 
See Section 4.1.10 for more information on the functions under Personal History.  

4.2.6.3 Test and Procedures 
See Section 4.1.11 for more information on the functions under Test and Procedures.  

4.2.6.4 Family History 
See Section 4.1.12 for more information on the functions under Family History.  
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4.2.6.5 Behavioral Risk 
See Section 4.1.13 for more information on the functions under Behavioral Risk.  

4.2.6.6 Allergies 
See Section 4.1.14 for more information on the functions under Allergies.  

4.2.6.7 Hospitalization 
See Section 4.1.15 for more information on the functions under Hospitalization.  

4.2.6.8 Surgeries 
See Section 4.1.16 for more information on the functions under Allergies.  

4.2.6.9 ADS (Ambulatory Data System) Encounter Info 
See Section 4.1.17 for more information on the functions under ADS Encounter Info.  

4.3 DNBI/BI (Disease Non-Battle Injury/Battle Injury) Navigation Link 
This section documents the conditions that would keep a soldier from performing his duties that 
are related to disease non-battle injuries and battle injuries. When this link is selected, the 
following screen will appear.  
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Figure 217.  DNBI/BI Window 
Click the + symbol next to DNBI/BI. The tree will expand to list the different categories of 
DNBI/BI items (Vital Signs, Non-Battle Injury, Battle Injury, Triage/Disposition and Field 
Treatment). See the figure below. 
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Figure 218.  DNBI/BI Related Items 
Click the + symbol next to the category of DNBI/BI items you wish to document. The tree will 
expand to show the different specific DNBI/BI related items. Any item preceded by a yellow 
shield icon indicates that it has not been addressed yet. The blue square indicates vital signs. A 
green square indicates that the item has been addressed. See the figure below. 
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Figure 219.  Expanded DNBI/BI Items  
You can document DNBI/BI related items on the right side of the screen. First, click the drop-
down arrow located in each of the DNBI/BI items. A drop-down menu will appear with the valid 
responses for this item. Select the response by clicking on it. Comments can bee added by 
clicking on the Comments button. Also the Date and End Date can be edited by moving the 
cursor to this field and clicking to perform the edit.   
 
Click the Save All button or you can save each specific DNBI/BI item separately. The 
information will be saved and the icons will change on the tree.  
 
Note:  It is imperative that you save under each category before selecting a new category or else 
the information will not be saved.  

4.4 CHCS Navigation Link 
This function allows you to access CHCS by opening up a Terminal session via KEA!. You must 
have a CHCS Username and password established. Below is an example of this screen. 
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Figure 220.  CHCS Login Screen 
Enter your Username along with the password and the CHCS application will be available for 
use.  

4.5 WINCIS Navigation Link 
The Windows Clinical Information System (WINCIS) navigation link will allow the user to 
access this software application, which provides inpatient electronic charting. This function will 
be available in the future.  

4.6 RAD (Radiology) Navigation Link 
This link will allow a Provider to view actual radiology images through access to the Radiology 
Image program that has been selected by your site. Centricity is this hospitals’ link to view X-
rays. This function will be available in the future.  

4.7 Patient Education Navigation Link 
Click the Patient Education navigation link and the screen shown in the figure below will appear.  
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Figure 221.  Patient Education Screen 
This Web site has reliable clinical content that has been validated by clinical experts. This site 
contains a wealth of patient-related information that can be printed using the browser icon or 
going to the Toolbar and selecting File then click Print. If you want to use the Print link on the 
Web page, you will need to install a printer.   

4.8 TeleDerm Navigation Link 
Click the TeleDerm navigation link and the following login screen will appear. 
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Figure 222.  TeleDerm Screen 

4.9 DMED Online Navigation Link 
Click the DMED Online navigation link and the following login screen will appear.  
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Figure 223.  DMED Online Screen 
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5 IMMUNIZATIONS NAVIGATION MENU 
This section allows the user to access individual immunizations, mass immunizations and setup 
immunizations in inventory. 

 
Figure 224.  Immunization Navigation Menu 

5.1 Individual Immunization Navigation Link 
Once a patient has been selected, this link will allow you to check the status of a patient’s 
immunizations, apply other immunization schedules to the patient, search the vaccine inventory 
for specific vaccines or see the entire vaccine inventory, and record immunizations. 
 
Click the Individual Immunization navigation link on the left side of the screen circled in red 
below. The following screen will appear.  
 

 
Figure 225.  Individual Immunization Screen 

5.1.1 Apply Immunization Schedule 
You can change the Immunization Schedule that is applied to the patient. Click the drop-down 
arrow in the Immunization Schedule field. A list of possible Immunization Schedules to choose 
from will display. See the figure below.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 188

 
Figure 226.  Immunization Schedule Options 
Click the schedule you wish to apply. The schedule name will highlight and populate the 
Immunization Schedule field. The Immunization tree will be updated with the vaccines required 
for the selected Immunization Schedule.  

5.1.2 Medical Occupational Data System (MODS) Import Button 
This button is used to update the patient’s immunization record. If an immunization is flagged 
overdue or late, it is imperative that you click the MODS Import button circled in red in the 
figure below. This will import the immunizations from MODS into MedBase for the patient. You 
will receive a message to confirm the immunization import, shown in the figure below.  
 

 
Figure 227.  Import MODS Verification Message 
 
Note that the first entry on the Vaccine tree is the date of the last MODS import. See the figure 
below.  This will change to the current date when the MODS Import button is selected.  
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Figure 228.  Date Verification on MODS Import  
From this point, determine if the immunization is still overdue.  

5.1.3 Review a Patient’s Immunizations 
You may review the patient’s immunization schedule and status by using the Vaccine services 
tree. It is located to the right of the Navigation bar and below the Immunization Schedule field. 
You can access this information through the icons and by expanding the tree.  
 
The icon located to the left of each vaccine represents the status. The meaning of each icon is as 
follows: 
 

1. A green shield icon indicates that the vaccine is current.  
2. A red shield icon indicates an overdue vaccine or a closed series.  
3. A red exclamation point icon indicates an exemption.  
4. A yellow icon indicates a vaccine has not been addressed yet.  
5. A brown icon indicates the vaccine is not on the patient’s schedule.  

 
Click the + symbol next to the Vaccine heading (all capital letters) to expand the Vaccine 
services tree. The figure below is an example of the Vaccine services tree expanded.  
 

 
Figure 229.  Expanded Vaccine Tree 
The information displayed below each Vaccine heading is the Vaccine series information.  
 
To display additional information on a vaccine, click the + symbol next to each individual 
vaccine and the tree will expand to show the vaccine name and CVX (Code for Vaccine). See the 
figure below. 
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Figure 230.  Individual Immunization Information 

5.1.3.1 Documenting an Exemption to an Immunization   
Right click on the Vaccine heading (all capital letters) and the Set Exemption option will 
appear. Click the Set Exemption option and an Apply Exemption pop-up window will appear 
as shown in the figures below. 

 
Figure 231.  Apply Exemption Pop-up Windows 
 
From this window, an exemption to the vaccine can be set. Note that the Disease field is already 
populated with the vaccine name. Click the drop-down arrow located in the Exception field and a 
list of options will appear. See the figure below. 
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Figure 232.  Exception Options List 
Select the exemption description by clicking it.  If necessary, click in the Comments field to 
enter additional information by typing in free text form. Once the required information has been 
entered, click the OK button. Note the exclamation point icon on the immunization as shown in 
the figure below. The Cancel button will abort the Apply Exemption function.  
 

 
Figure 233.  Medical Exemption Icon 
 
Right click on Medical Exemption or the icon and the Edit Exemption and Delete Exemption 
will appear. If the Edit Exemption option is selected, you can only edit the Comments field. If 
the Delete Exemption option is selected, a pop-up window will appear verifying that you want 
to delete the exemption as shown in the figures below. 
 

 
Figure 234.  Delete Exemption Verification Pop-Up Window 
 
Click Yes to continue the delete function or No to abort this function.  

5.1.3.2 Viewing Vaccine Schedule 
The next function on the Vaccine tree is the Vaccine Schedule. Right click on the blue shield 
icon, the vaccine name or the CVX # located on the expanded Vaccine services tree. The 
Vaccine Schedule option will appear as shown in the figure below. 
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Figure 235.  Vaccine Schedule Option 
Click the Vaccine Schedule option. A pop-up window will appear similar to the one shown in the 
figure below. 
 

 
Figure 236.  Vaccine Schedule Pop-Up Window 
The information contained on the Vaccine Schedule pop-up window is the CVX#, the vaccine 
name, the Patient’s Age in Days, the Dose #, the Total number of doses to be administered, the 
interval in which the Next dose is to be administered, if a Booster is required (and when), the 
youngest and the oldest Ages that the vaccine can be administered, the Schedule ID (used by in-
house MedBase Developers for troubleshooting the application), and if they are Selected, which 
means whether or not the schedule is used to determine the completion of the current series.  

5.1.3.3 Display Vaccine Series Information 
Expand the Vaccine tree further by clicking all of the + symbols for the specific vaccine. The 
figure below shows the expanded vaccine tree under Anthrax.  
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Figure 237.  Anthrax Vaccine Tree 
Many data fields are displayed beneath the vaccine name.  The green “S” shield indicates the 
start and end dates of the vaccine series. Right click on the green “S” shield or the date next to it 
and three options will appear as shown in the figure below.  
 

 
Figure 238.  Vaccine Series Options 
The Vaccine Schedule option is explained above in Section 4.1.5.  
 
The Close Series option is used when a medical condition warrants that the vaccine series be 
terminated. Therefore, it will appear as though the vaccine series has been completed or closed 
out. When the Close Series option is selected, a Close Series pop-up window will appear as 
shown in the figure below.  
 

 
Figure 239.  Close Series Pop-Up Window 
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Enter text in the Comments field and, if appropriate, click the box next to “Patient has met all 
requirements for completing this series”. Next, click the OK button to save the information. 
Click the Cancel button to abort the Close Series option.  
 
When the Delete Immunization Series option is selected, a warning message will appear. If you 
wish to continue, click the Yes button and the entire immunization series will be removed from 
the Vaccine services tree.  

 
Figure 240.  Delete an Immunization Series Warning. 
 

5.1.3.4 Individual Immunization Information 
Beneath the “S” shield icon, you will find information pertaining to each immunization shot 
administered. Click the + symbol until you locate a blue syringe with a date stamp. See the figure 
below. 
 

 
Figure 241.  Individual Immunization Information on the Vaccine Services Tree 
 
The information displayed below the selected immunization is as follows: 
 

1. Dose # 
2. Reaction 
3. Date Read 
4. Interpretation 
5. Measurement 
6. Full vaccine name 
7. Lot Number 
8. Manufacturer 
9. Injection Site 
10. Routes 
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11. Administered By 
12. Vaccinated By 
13. CVX # 

 
Right click on the blue syringe or the date stamp. Four options will appear except for the 
Smallpox vaccine which has an additional two options (Vaccinia Follow-Up Visits and Vaccinia 
Follow-Up Report) as shown in the figure below. 
 

 
Figure 242.  Individual Immunization Options 
Refer to Section 4.1.7 for information regarding the Vaccinia Follow-Up Visits and Reports. 
 
5.1.3.4.1 Edit Immunization Data 
You can edit immunization data that has already been documented on a specific vaccine. Select 
the specific vaccine and keep expanding the tree until you get to the blue syringe icon followed 
by the date stamp. Right click the vaccine date and select the Edit Immunization option. The 
figure below is an example of the pop-up window that appears when the Edit Immunization 
option is selected.  
 

 
Figure 243.  Edit Immunization Pop-Up Window 
Use the drop-down arrow to display the list of options for the Date, MVX (Manufacturer of 
Vaccine), Site and Route fields and click to select the appropriate information. The Lot # and 
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Comments are free text fields. Once the information has been changed, click the OK button to 
process the new information. The Cancel button will abort this function.  
5.1.3.4.2 Delete Immunization Data 
Select the specific vaccine and keep expanding the tree until you get to the blue syringe icon 
followed by date stamp. Right click the vaccine date and select the Delete Immunization option. 
A warning message will appear on screen verifying that you want to delete the immunization. 
See the figure below.  
 

 
Figure 244.  Delete Immunization Warning Message 
Click the Yes button and the specific immunization will be deleted from the tree or No to abort 
the delete function.   
5.1.3.4.3 VAERS (Vaccine Adverse Event Reporting System) 
If a patient has an adverse reaction after a vaccine has been administered, a VAERS (Vaccine 
Adverse Event Report System) form must be filled out. To document an adverse reaction, select 
the VAERS option. A pop-up window will appear as shown in the figure below. 

 
Figure 245.  VAERS Report Pop-Up Window 
The data fields on this report are as follows: 
 

1. Date Onset 
2. Time Onset 
3. Reaction 
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4. Description 
5. Patient Recovered 
6. Birth Weight 
7. Report Same Event 
8. Relevant Tests 

 
The information is entered manually, using the drop-down lists, radio buttons and checkboxes. 
Once the required information has been entered, click the OK button to save the VAERS. To 
abort this function, click the Cancel button.  
 
Note the individual immunization icon changes from the blue syringe to a red shield with a 
yellow “V”. Also, an entry with the reaction will be added below the immunization and flagged 
with the red shield with a yellow “V”. See the figure below and locate the red circles.  
 

 
Figure 246.  VAERS under Immunization Information 

5.1.3.4.4 Document Skin Reaction/Test 
When there is a skin reaction after an immunization is administered, it must be documented by 
clicking the Skin Reaction option. The Skin Test pop-up window will appear as shown in the 
figure below. 
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Figure 247.  Skin Test Pop-Up Window 
Enter the information into each field and click the OK button. Click the Cancel button to abort 
this function.  
 
Note:  The application will not allow you to document and read a skin test on the same date. You 
will receive an error message. 
In addition, a Warning pop-up window will appear if the skin test is after 72 hours from when 
the vaccine was first administered. See the figure below.  Click Yes to accept the skin test 
reading. Click No to abort this function. 
 

 
Figure 248.  Warning Message for Skin Reaction after 72 Hours 
In order to document a Tuberculosis skin test (PPD – Purified Protein Derivative), you would do 
this in the same manner as you would a regular immunization. 

5.1.4 Vaccine Inventory 
To display all vaccine inventories available to you, locate the Disease field and click the drop-
down arrow to display a list of options. Click on ALL then click the box next to “All Inventory”. 
The screen will refresh to display all vaccines in the inventory as shown in the figure below.  
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Figure 249.  All Vaccine Inventory Display 
 

5.1.4.1 Selecting Specific Vaccine for Immunization   
You can narrow the list of vaccines by specifying a specific disease. To do this, use the drop-
down arrow in the Disease field to display the list of diseases. See the figure below. 
 

 
Figure 250.  List of Diseases for Vaccines 
Click the disease and the disease name will populate the field. The screen will refresh and 
display the vaccines available for that specified disease as shown in the figure below.  
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Figure 251.  Vaccine Inventory for a Specific Disease 
A second way to do this is to click the disease name located on the Vaccine services tree. The 
disease name will be updated in the Disease field located in the vaccine inventory portion of the 
screen along with the list of vaccines available. The disease-specific vaccines that are in the 
immunization database will display on the right side of the screen.  

5.1.5 Vaccinate a Patient 
To document a patient’s vaccination, select the disease from the Vaccine services tree. The 
Immunization Inventory will update with the vaccines available for the selected disease. Click on 
the immunization information that pertains. It will highlight in green and place a checkmark in 
the leftmost box located under the Do column. Click the Vaccinate button circled in red on the 
figure above.  The Ready to Vaccinate window will appear as shown in the following figure. 
 

 
Figure 252.  Ready to Vaccinate Window 
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This will show you the immunizations you selected to document. The items displayed are the 
Vaccine name, NDC 10, CVX code, Generic Name, Manufacturer, Lot number, Expiration 
date, Site, Route, Exemption, Date Given, Exception Comments, Dosage and the MVX. To 
view the remainder of the information, you will have to use the arrows or the scroll bar to move 
the data back and forth across the screen.  
 
Other information contained on this screen is the Administering Physician, Vaccinator Name and 
their SSNs. Also, the patient’s MEPRS unit, FMP/SSN, Name, Medications and Allergies are 
displayed. 
 
Note:  The Administering Physician and their SSN and the Vaccinator Name and their SSN 
fields will automatically be filled with the name and SSN of the person who is currently logged 
into MedBase. You can setup both field with other information and it will remain as long as you 
are actively logged into MedBase. Once you logout, the selected information for these fields will 
be lost and return to the default.  
 

5.1.5.1 Edit Not Yet Administered Vaccine 
After you have selected the vaccine and clicked the Vaccinate button, the Ready to Vaccinate 
pop-up window will appear on screen and some of the vaccine information can be changed. 
Click the vaccine you wish to edit and it will highlight. This needs to be done even if you have 
selected only one (1) vaccine. Click the Edit button circled in red on the figure below and the 
Edit Vaccine pop-up window will appear.  
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Figure 253.  Edit Vaccine Pop-Up Window 
The vaccine information that can be changed from this window is the Date Given, Expiration 
Date, Dose, Lot #, MVX, Site, Route and Comments. Make the necessary changes by clicking in 
the field to type in the data in free text form or using the drop-down arrow to select from the 
menu options. Click the OK button to save the information. The Cancel button will abort this 
function.  
 
5.1.5.1.1 Select a Provider. 
The Vaccine Administered can be edited. Click on the Ellipsis box to the right of the 
Administering Physician field, circled in red in the figure below, and a Provider Search pop-up 
window will appear.  
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Figure 254.  Administering Physician Pop-Up Window under Ready to Vaccinate 
The Physician can be searched by Code or by Description in the Provider Search window.  The 
radio button selected next to Code will search by the provider’s SSN. The radio button selected 
next to Description will conduct a search by the provider’s name. Once the search criterion is 
selected and the Search String entered, press <Enter> or the Go button. A list of the providers 
matching your search criteria will display. Select the new Administering Physician by clicking 
the checkbox as shown in the figure below. 
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Figure 255.  Provider Search Results under Ready to Vaccinate 
Click the Done button to select the new Provider. Click the Cancel button to abort this function.  
 
The Vaccinator Name can be edited the same way as the Administering Physician.  
5.1.5.1.2 Vaccination Not Overdue Override 
If the vaccination is not overdue or has already been given and you try to administer a 
vaccination, you will receive a warning message shown below in the figure below.  
 

 
Figure 256.  Override Immunization Recommendation Pop-Up Window 
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 205

If you do not wish to override, then click the No button and the warning message will disappear. 
If you need to override one specific immunization then click the Yes button. If you have selected 
several vaccine and need to override them all, then select the Override All button. A message 
will flash on the screen indicating that the new immunizations are being documented and saved. 
The new immunizations will now be visible on the Immunization tree.   
5.1.5.1.3 Edit Vaccine for Route and Site 
The Route and the Site field must be complete in order for the administration of the vaccination. 
If the information is not complete, right click on the vaccination and the Edit Vaccine option will 
appear. See the figure below. 
 

 
Figure 257.  Edit Vaccine Option under Immunization Inventory 
Click the Edit Vaccine option and an Edit Vaccine pop-up window will appear. Enter the 
required information in the Site and Route fields in order to administer the vaccination. The Edit 
Inventory and Add to Inventory checkboxes can be selected to perform these additional 
functions. See the figure below. 
 

 
Figure 258.  Edit Vaccine Pop-Up Window 
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5.1.5.2 Vaccination Administered  
A message will appear stating that the information is being saved and the Ready to Vaccinate 
pop-up window will disappear from the screen. Then a green shield icon will appear on the 
immunization tree next to the disease you just vaccinated against.   

5.1.6 Immunization Not In Schedule 
You may have occasion to vaccinate a patient with a vaccine that is not on their applied 
schedule.  Display the inventory to choose from by clicking on the All Inventory checkbox.  
Then click on the All option at the Diseases Drop down box.  This will show a list of all active 
vaccines in the immunization inventory, not just the ones for the diseases on the patient’s 
schedule.  See the figure below. 

 
Figure 259.  Immunizations Not in Schedule. 
Select the vaccine from the Immunization Inventory and click the Vaccinate button. The Ready 
to Vaccinate pop-up window will appear. Review the information and ensure it is correct.  Click 
the OK button when done. The vaccine will display on the tree under Immunizations Not in 
Schedule. Click the + sign to display information about the vaccine. See the figure below.   
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Figure 260.  Immunizations Not in Schedule on Vaccine Services Tree 

5.1.7 Vaccinia Follow-Up Visits and Reports   
The MedBase application will allow you to document Vaccinia (the cowpox virus used to 
vaccinate against smallpox) Follow-Up Visits. You may access this function by right clicking on 
the date the Smallpox vaccine was given.  A list of options will appear on screen.  Click Vaccinia 
Follow-Up option. See the figure below.   
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Figure 261.  Vaccinia Follow-Up Options   
 
The Vaccinia Follow-Up pop-up window will appear on screen. It will list previous visits as well 
as allow you to document the current visit. To access data from a previous visit, click the date of 
the visit you are interested in. The date will highlight and the information for that visit will be 
displayed in the SOAP tabs. Click the different tabs to see the various parts of the SOAP note. 
See the figure below.   

 
Figure 262.  Vaccinia Follow-Up Pop-Up Window   
Click the Add New button at the bottom of the Follow-Up List section. The data from the 
previous visit will be cleared from the SOAP tabs located in the bottom section of the pop-up 
window. The shot date is automatically populated. Click the drop-down arrow and a calendar 
will appear. Click on the date to auto fill the Follow-Up Date field of the current visit. The 
application will automatically calculate the number of days since the visit and automatically 
place the number in the Days field. Enter the patient’s temperature in the Temp field.  
 
The next section is the SOAP tabs. The Subjective tab normally will be displayed. By clicking in 
the checkbox, you can choose No Complaints or select from the list when the drop-down arrow 
is selected. Comments can be added. Data can be edited until the Encounter is signed. See the 
figure below.   
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 209

 
Figure 263.  Subjective Tab/Vaccinia Follow-Up Pop-Up Window 
Click the Objective tab of the SOAP note in the Vaccinia Follow-Up pop-up window. The 
Objective tab will come to the front of the screen. Indicate the observations on this tab as to the 
Normal Progression, Local or Remote Complications and Comments as needed. See the figure 
below.   
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Figure 264.  Objective Tab/Vaccinia Follow-Up Pop-Up Window   
Now you need to complete the Assessment tab in the SOAP note part of the Vaccinia Follow-Up 
pop-up window. You need to indicate if you are seeing Expected Progression or if there a 
Complication. See the figure below.   
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Figure 265.  Assessment Tab/Vaccinia Follow-Up Pop-up Window   
The last part is the Plan tab in the SOAP note section. You need to indicate if a Follow-Up Visit 
is indicated and the date, any Symptomatic Treatment needed, Antibiotics, etc. See the figure 
below.   
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Figure 266.  Plan Tab/Vaccinia Follow-Up Pop-up Window   
Then you will click the Apply button at the bottom of the Vaccinia Follow-Up pop-up window. 
This will save the data and then click the Close button which will remove the pop-up window 
from the screen. The MedBase application will allow you to print a report of the Smallpox 
Follow-Up Visits. You access this function by right clicking on the date the Smallpox vaccine 
was given and a list of options will appear on screen. Click Vaccinia Follow-Up Report option. 
Refer to the figure below.   
 
A preview of the Vaccinia Vaccination Note will appear on screen. This report will include data 
from all Follow-Up visits associated with the specific immunization. You can use the arrows at 
the top of the screen to move between the pages of the report, print the report, zoom and search 
on the report. See the figure below.   
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Figure 267.  Vaccinia Follow-Up Report   

5.2 Mass Immunization Navigation Link 
This link is used to document immunizations given to a group of soldiers/patients. With Mass 
Immunizations, you can update multiple patient records with multiple immunizations all at one 
time. When this link is selected, the following screen shown in the figure below will appear. 
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Figure 268.  Mass Immunizations Screen 

5.2.1 Select patients for Mass Immunization. 
Type the patient’s FMP and SSN in the designated field and the patient SSN and Name will 
appear in the fields below the section heading “Patients in Shooting List.” You do not need to 
include the slashes or dashes, just the numbers. See the figure below. You can use a bar code 
reader to input the patient data. Also, the Lookup button can also be used to locate the patient if 
the FMP and SSN are not available. Refer to Section 2. for additional information on the Lookup 
button function.  

 
Figure 269.  Patients In Shooting List under Mass Immunizations 
 
If you click and highlight a patient’s SSN under the Shooting List, that patient’s previous 
vaccinations will display in the Selected Patient Record section. See the figure below. 
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Figure 270.  Selected Patient Record under Mass Immunizations 
 

5.2.2 Removing Patients from Mass Immunization Shooting List. 
To remove a patient from the shooting list after he or she has been selected, uncheck the name on 
the left.  That patient will not be included in the Mass Immunization vaccination.   
 

5.2.3 Selecting Immunizations for Mass Immunizations. 
On the right side of the screen, select the immunizations you wish to document by clicking on 
the vaccine line. The vaccine should highlight in green.  You can unselect the vaccine by 
clicking again on the line or in the checkbox on the left.  See the figure below. 
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Figure 271.  Selected Vaccines under Mass Immunizations 
 

5.2.4 Vaccinating Patients under Mass Immunizations. 
Next, click the Vaccinate button. It is circled in red in the figure above.  After the vaccination 
process is completed here, the Selected Patient Record panel on the lower left will display the 
shots administered to the selected patients. 
 
The Ready to Vaccinate screen will appear displaying the vaccines you wish to administer and 
the patients receiving the vaccine. See the figure below.   
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Figure 272.  Ready to Vaccinate Pop-Up Window under Mass Immunizations 
You can edit the vaccine information just the way you did in the Individual Immunization 
(Section 5.1). You can check the medications and allergies for each person in your list by 
clicking on each patient’s name. That patient’s medications and allergies will display below on 
the screen. 
Click the OK button and the immunization information will be saved. You can check that the 
new immunizations have been added to each patient in the group by clicking on the name.  That 
patient’s immunizations will display in the Selected Patient Record section of the Mass 
Immunizations screen.   

5.3 Immunization Setup Navigation Link 
The functions available under this link are to Add Vaccine, Add NDC#, Add Lot, Edit Lot, and 
Remove Lot for immunizations available in the Immunization Inventory.  

5.3.1 Add Vaccines to Inventory   
To begin the Immunization Program, you must start by building the inventory.  New vaccines 
need to be added to the MedBase Immunization Inventory when: 
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• An existing vaccine just gained first-time approval for incorporation into the hospital 
formulary, or 

• A new vaccine entering the market for the first time is approved for addition to the 
hospital formulary. 

In this particular case, each field in the Add Vaccine screen needs to be populated to include a 
CVX code.  This is available from the Centers for Disease Control and Prevention (CDC) web 
site at http://www.cdc.gov/nip/registry/hl7/hl7-cvx.htm.  
 
To add vaccines to your inventory, click the Immunizations Setup link on the left side of the 
screen. The Immunization Setup screen will appear. See the figure below.  
 

 
Figure 273.  Immunization Setup Screen 
 
Locate the Add.Vaccine button at the top of the screen (circled in red in the figure below) and 
click. A pop-up window will appear as shown in the figure below.  
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Figure 274.  Add Vaccine Pop-Up Window 
 
Enter the fields for the new vaccine and select the appropriate entries from the pop-up fields.  All 
of the blank fields in this figure are fully editable.  See the figure below.   

 
Figure 275.  Populated Fields for Add Vaccine Pop-Up Window 
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• NDC 10 # - type the NDC # exactly the way it looks on the vaccine vial or syringe 
• MVX (Manufacturer) - Drop box to select from the MVX table; if the MVX is not 

available, press the Add MVX button.  This will display a pop up window so that a  new 
manufacturer can be added to the database 

• Source - Select either package or package insert 
• Brand Name - If the brand name is not in the drop box, type in the new brand name and it 

will be available in the drop box the next time this particular vaccine is selected 
• Product Strength - How many milligrams (mg), micrograms (mcg), or grams (Gm) per 

milliliter (ml) for that vaccine 
• Number of Vials or Syringes - Per package 
• Volume per Vial or Syringe - Amount of vial or syringe in milliliters (ml) 
• Number of Doses in Vial or Syringe - Check the vaccine and input the correct amount 
• Dose - Standard dose for this particular medication 
• Single Dose or Multi Dose - Check the vaccine and make a selection 
• Type - vial, syringe, ampoule, etc. 
• Lot # - Ensure that the information is inputted into MedBase exactly the way it reads on 

the vial or syringe of that vaccine  
• Expiration Date -  Type in the date or select the correct date from the calendar pop up 

window 
• Site - select right deltoid. The vaccinator at the ward/clinic level can edit when necessar.  
• Route - Should be taken from the package insert information. 

 
Click OK to save the entry or Cancel to exit without saving. 

5.3.2 Add NDC# to Inventory   
To add a new NDC # to the inventory, click on the Add NDC# button (circled in red in the 
figure below).  This is for a vaccine existing in the current Immunization Inventory with all the 
necessary quality control data.  However, this particular NDC number is different.  Therefore, 
the CVX code and Generic Name remain the same.  All other fields need to be populated with 
new data.  There will be some cases where the MVX (manufacturer) information will not differ 
from your original selection on the Select NDC screen.  Also, the Brandname will not always 
be the same as your selection from the Select NDC screen.  So it may need to be changed.  A 
pop-up window will appear as shown in the figure below.  
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Figure 276.  Select NDC Pop-Up Window  
From the Select NDC pop-up window, select the radio button next to NDC10, Generic Name or 
CVX. This will allow you to search the database based on the selected radio button. Next, enter 
the characters in the Search String: field and press <Enter> or the Go button. Below is an 
example of a search for “Tetanus” according to the Generic Name, which is the selected radio 
button.  
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Figure 277.  Search for Specific Vaccine Information 
To display all of the results under the Select NDC window, click the Browse button located at 
the bottom left corner of this screen. You will receive a warning message that it will display all 
vaccines. Continue by clicking the Yes button.  
 
Once the results of the search are displayed, place your cursor over the vaccine you wish to 
choose and double click. The Add NDC pop-up window will appear as shown in the figure 
below. Note the Dose field is automatically populated.  
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Figure 278.  Add NDC Pop-Up Window 
Fill in the required information by typing or using drop-down arrows to select from the list of 
options:   

• NDC 10 # - Type the NDC # exactly the way it looks on the vaccine vial or syringe 
• MVX (Manufacturer) - Drop box to select from the MVX table; if the MVX is not 

available, select 'other'. This should provide a pop up window so that a  new 
manufacturer can be added to the database 

• Source - Select either package or package insert 
• Brand Name - If the brand name is not in the drop box, type in the new brand name 

and it will be available in the drop box the next time this particular vaccine is selected 
• Productstrength - How many milligrams (mg), micrograms (mcg), or grams (Gm) per 

milliliter (ml) for that vaccine 
• Number of Vials or Syringes - Per package 
• Volume per Vial or Syringe - Amount of vial or syringe in milliliters (ml) 
• Number of Doses in Vial or Syringe - Check the vaccine and input the correct amount 
• Dose - Standard dose for that particular medication 
• Single Dose or Multi Dose - Check the vaccine and make a selection 
• Type - Vial, syringe, ampoule, etc. 
• Lot # - Ensure that the information is inputted into MedBase exactly the way it reads 

on the vial or syringe of that vaccine  
• Expiration Date - Select the correct date from the calendar pop up window 
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• Site - Select right deltoid. The vaccinator at the ward/clinic level can edit when 
necessary.  

• Route - Should be based off the package insert information 
Click OK to save or the Cancel button to exit without saving.  
 

5.3.3 Add Lot to Inventory   
To add a new Lot to the inventory, click on the Add Lot button (circled in red in the figure 
below), or right click on any entry on the list and select Add.  This is for a vaccine in the current 
Immunization Inventory with the necessary quality control data.  However, the particular lot 
number and expiration dates differ.  Therefore, the Vaccine, NDC 10#, and CVX codes remain 
the same.  A pop-up window will appear as shown in the figure below.   

 
Figure 279.  Adding a Lot. 

From the Select NDC pop-up window, select the radio button next to NDC10, Generic Name or 
CVX. This will allow you to search the database based on the selected radio button. Next, enter 
the characters in the Search String: field and press <Enter> or the Go button. Below is an 
example of a search for “Typhoid” according to the Generic Name, which is the selected radio 
button.  
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Figure 280.  Select NDC for Adding a Lot. 
Select the NDC 10 entry for the Lot you are adding and click the Add button or double click the 
NDC 10 Line.  The Add Lot window will display as shown in the figure below. 
 

 
Figure 281.  Add Lot Window. 
Complete the entries:  
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• MVX (Manufacturer) - Drop box to select from the MVX table; if the MVX is not 
available, select 'other'. This should provide a pop up window so that a  new 
manufacturer can be added to the database 

• Expiration Date - select the correct date from the calendar pop up window 
• Volume per vial or syringe - amount of vial or syringe in milliliters (ml) 
• Dose - standard dose for that particular medication 
• Lot # - ensure that the information is inputted into MedBase exactly the way it reads on 

the vial or syringe of that vaccine  
• Site - select right deltoid. The vaccinator at the ward/clinic level can edit when necessary.  
• Route - should be taken from the package insert information. 
 

When you do not have all the data to enter a vaccine that was previously administered, click the 
NOS (Not Otherwise Specified) on the right side of the Add Lot pop-up window.  The 
Expiration Date automatically fills in as well as Unknown appears in the Lot # Field.  Continue 
to add the information you have and click the OK button to save the new Lot or click the Cancel 
Button to exit.  Now, the Lot # is added to the inventory. See the figure below.  
  

 
Figure 282.  Add Lot Window with NOS Activated   

5.3.4 Edit Lot Data 
To edit a Lot in the Immunization Inventory, right click on the vaccine you wish to edit.  Three 
options will appear as shown in the figure below.  This is for a vaccine in the current 
Immunization Inventory that has all the necessary quality control data.  However, there is an 
error in the data.  Therefore, the Vaccine, NDC 10#, and CVX code remain the same.  All other 
fields are available to be corrected. 
 
Select Edit. This can also be achieved by clicking on the Edit Lot button located at the top of 
the screen after the vaccine has been selected. In the figure below, the Edit button is circled in 
red. 
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Figure 283.  Edit Lot Options under Immunization Setup 
 
Once the edit option is selected, the Edit pop-up window will appear similar to the one shown in 
the figure below.  
 

 
Figure 284.  Edit Lot Pop-Up Window  
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• MVX (Manufacturer) - Drop box to select from the MVX table; if the MVX is not 
available, select 'other'. This should provide a pop up window so that a  new 
manufacturer can be added to the database  

• Expiration Date - Select the correct date from the calendar pop up window 
• Volume per vial or syringe - Amount of vial or syringe in milliliters (ml) 
• Dose - Standard dose for that particular medication 
• Lot # - Ensure that the information is inputted into MedBase exactly the way it reads on 

the vial or syringe of that vaccine  
• Site - Select right deltoid. The vaccinator at the ward/clinic level can edit when 

necessary.  
• Route - Should be taken from the package insert information 

 
Note that this vaccine has the NOS box checked. If you plan to change the Expiration Date or the 
Lot# on a vaccine that has a check in the NOS box, remove the check in the box by clicking it. 
You can change any of the fields contained in this window. Once all of the information has been 
changed, click the OK button to save or the Cancel button to abort this function.  
 
Lastly, you can inactivate a vaccine by clicking the Is Active checkmark. The checkmark will 
disappear, the vaccine will be inactivated and the word No will appear under the Active column 
on the Immunization Inventory screen. See the figure below.   
 

 
Figure 285.  Active/Inactive Vaccines 

 

5.3.5 Remove Immunization from Inventory 
A vaccine in the current Immunization Inventory may need to be removed if it is due to expire, is 
being taken off the market, or the data quality information is incorrect and needs to be removed 
to prevent duplication on a patient's electronic medical record.  If you need to remove a vaccine 
from the Immunization Inventory, right click on the vaccine to be removed and select the 
Remove Lot option.  This can also be accomplished by clicking the Remove button located at 
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the top of the Immunization Inventory screen after a vaccine is selected and highlighted. A 
message will appear verifying that you want to remove the vaccine. See the figure below. 
 

 
Figure 286.  Remove Immunization Message 
Click Yes to remove the immunization.  Click No to abort this function.  
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5.4 MILVAX Navigation Link 
This link will connect you to the Army’s Military Vaccines Web site. Click this link and the 
window seen in the figure below will appear on screen. 
 

 
Figure 287.  Military Vaccines Web Site 
This site contains a wealth of provider-related information. It can be printed by using the browser 
icon or go under File on the toolbar menu and click Print. The site also has search capabilities as 
well as links to other immunization related Web sites.   
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5.5 VAERS Navigation Link 
This link directs you to a VAERS form. It takes a little time for the form to load and you will 
receive a message stating “Please wait, the form is being loaded. . . . .”. Eventually, the form will 
load as shown in the figure below. 
 

 
Figure 288.  VAERS CDC/NIP Web Site 

5.6 Adult Schedule Navigation Link 
This function directs you to the Centers for Disease Control and Prevention (CDC) National 
Immunization Program (NIP) Web site to view the Adult Immunization Schedule. This site 
contains a wealth of patient and provider related information. The site also has search 
capabilities as well as links to other immunization Web sites. In the figure below, there is an 
example of the Web site page.  
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Figure 289.  Adult Immunization Schedule Window 

5.7 Child/Adol Sched Navigation Link 
This function directs you to the Centers for Disease Control and Prevention Web site to view the 
Child and Adolescent Immunization Schedule. The figure below is the Web page displayed when 
this link is selected.  
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Figure 290.  Child and Adolescent Immunization Schedule Window 
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 234

6 READINESS NAVIGATION MENU 
When you click the Readiness navigation button at the top of the screen, twelve menu items will 
display underneath it. These are displayed in the figure below. 

 
Figure 291.  Readiness Navigation Menu Items 

6.1 AKO (Army Knowledge Online) Navigation Link 
Clicking this link will take you to the Army Knowledge Online (AKO) Web site after you login. 
You will need a User ID and Password. Below is an example of the login screen. 
 

 
Figure 292.  AKO Login Screen 

6.2 SRP (Soldier Readiness Process) Navigation Link 
Normally, this function is used during the Soldier Readiness Process (SRP). It documents and 
prints Deployment forms, Profiles and the IMR (Individual Medical Readiness). Click the SRP 
Navigation link on the left or the SRP Icon in the Toolbar and the screen below will appear.  
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Figure 293.  SRP Navigation Link Screen 

6.2.1 Deployments Forms 
After you click the SRP link on the left side of the screen, the Deployments/Profiles/IMR tree 
will display. Under Deployments, you can add a new deployment, review information from 
current or past deployments, print pre/post deployment forms or the depleted uranium (DU) 
screening report. 

6.2.1.1 Add New Deployment 
To add a new deployment, right click the word Deployments and the Insert option will appear. 
See the figure below.  
 

 
Figure 294.  Insert a New Deployment 
 
Click the Insert option and a New Deployment place marker will appear along with the Pre-
Deployment, Post-Deployment, and DU Screening forms on the tree and on the tabs located on 
the right side of the screen. See the figure below.   
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Figure 295.  Pre/Post Deployment and DU Screening Display 

6.2.1.1.1 Pre-Deployment Survey 
The first part of the SRP in MedBase is the Pre-Deployment Survey that is completed before 
each deployment. This form is populated with the provider’s name, soldier’s name, the deployed 
unit, today’s date, SSN and Date of Birth (DOB). The data are transferred from the patient 
demographics and cannot be modified from this page. They can be changed using the Edit 
Patient Demographics option (see Section 2.2.5).  
 
You can change the provider information by clicking the Ellipsis button located to the right of 
the provider name field.  An Admin Search pop-up window will appear. You can search by Code 
(provider SSN) or Description (provider name) by selecting the radio button next to the 
appropriate search criteria. Enter the text in the Search String field and click the Go button. The 
screen will refresh with the information that matches your search criteria. Click the correct 
provider information and then click the Done button. The Cancel button will abort this function.  
 
The soldier’s Deployed Unit can be changed from this screen. Click the Select button next to the 
Deployed Unit field. The Unit Search pop-up window will display on the screen. You can search 
by Unit Code or Unit Name. Enter all or just the beginning part (at least three characters) of the 
Unit information and click the Search button. Any matching units will appear in the Matched 
Units section of the Unit Search pop-up window. Click the unit that the soldier is assigned to, 
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that unit will highlight. Then click the Select button in the Unit Search pop-up window. A 
warning message will appear on the screen asking if this is a permanent change. If you click the 
Yes, that item will be changed in the database for the selected soldier. If you select the No 
button, that unit will only show as changed for that particular Pre-Deployment survey. After the 
warning message is answered, the new unit will appear in the Deployed Unit field of the Pre-
Deployment survey.  
 
The sections in the Pre-Deployment survey are: Location of Operation, Health Assessment 
(answered by the soldier), Health Provider Review and Final Medical Disposition. You can enter 
or change any of the other information on the Pre-Deployment tab. The soldier will provide the 
answers to the Health Assessment questions in the middle of the form. Click the radio button 
next to the patient’s response to answer the questions. The remaining questions are answered by 
the Provider.  
 
If the provider finds that the soldier is deployable, the Default Deployable button can be 
selected.  The screen below shows the responses to the answers when the Default Deployable 
button is selected. 
 

 
Figure 296.  Answers to Default Deployable Button under Pre-Deployment Form 

 
You will have to use the scroll bar to display the remaining information on this form. The screen 
below shows the remaining information contained on this form. 
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Figure 297.  Remaining Answers to the Default Deployable Button under Pre-Deployment 
 
After the questions are answered, click the Save button and information will be saved. Next, 
click the Interviewed By button to save that information. Lastly, the QuickSign button is the 
last step to complete the Pre-Deployment form. Once you QuickSign the Pre-Deployment form, 
you cannot delete it.  
 
You can display the Pre-Deployment form by right clicking on the Deployment date stamp or the 
actual Pre-Deployment and selecting the Pre-Deployment Report. See the figure below.   
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Figure 298.  Pre-Deployment Report Option under SRP 
 
6.2.1.1.2 Post-Deployment Survey 
The next part of the SRP is the Post-Deployment Survey that will be completed after each 
deployment. This form will already have information in the provider’s name, soldier’s name, the 
soldier’s Unit, the current date, the soldier’s SSN and DOB fields. This information is transferred 
from the patient demographics and cannot be modified from this page. You can change the 
soldier’s assigned unit, branch of military service, component or pay grade from the existing 
information in the MedBase database. The instructions to search for a new unit is described in 
the Pre-Deployment survey section (see Section 6.2.1.1.1). If you change any of these items, a 
warning message will appear on screen asking if this is a permanent change for that item. If you 
click the Yes option, that item will be changed in the database for the selected soldier. If you 
select the No button, that item will only show as changed for that particular Post-Deployment 
survey.  
 
The Post-Deployment survey consists of four pages and the arrival and departure date must be 
entered in order to continue to the next pages of the Post-Deployment survey. The areas covered 
in the Post-Deployment survey are: Deployment Information, Health Assessment and the Post-
Deployment Health Provider Review. You can enter or change any of the other information on 
the tab. The soldier should provide the answers to the Health Review & Assessment questions in 
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the middle of the tab. Click the appropriate response next to each question to record soldier’s 
answers. The remaining questions are answered by the Provider. There are Next and Back 
buttons located at the top and bottom right hand corner of the form that facilitate navigating 
through the survey. Although it is not required, you can save each page using the Save button, 
which is also located at the top and bottom of each page.  
 

 
Figure 299.  Post-Deployment Option under SRP 

6.2.1.1.3 Depleted Uranium (DU) Screening Survey   
The last form of the SRP is the DU Screening survey that needs to be completed after each 
deployment. This form will automatically display the soldier’s name, SSN, Unit and the current 
date. This data is transferred from the patient demographics and cannot be modified from this 
page except for the Unit. You can select a new Unit as described in the Pre-Deployment survey 
(see Section 6.2.1.1.1). If you choose a unit that is not associated with the soldier in the database, 
you will receive a warning message asking if this is a permanent change for the soldier. If you 
click Yes, the soldier’s assigned unit will be changed in the database. If you click No, the 
soldier’s assigned until will only be changed for this Depleted Uranium Screening survey. Click 
the appropriate option to answer each question to record the soldier’s answers. If there was an 
incident of exposure to Depleted Uranium, remember to fill in the date and location. There is a 
section that only the Survey Administrator can fill out. This section has to do with Depleted 
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Uranium Bio-Assays and Fragments. When the survey is completed, click the Save button and 
information will be saved. See the figure below. 

 
Figure 300.  Depleted Uranium Screening Survey   

6.2.1.1.4 Print Deployment Surveys   
You can print copies of the Pre- and Post-Deployment Report as well as the Depleted Uranium 
Report. Right click the Deployment date stamp. Three reports will appear as shown in the figure 
below.  
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Figure 301.  Deployment Reports 
Click the Pre-Deployment Report option and the application will produce a report containing the 
information from the Pre-Deployment Survey. You can print this report using the icon at the top 
of the report section, circled in red in the figure below.  
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Figure 302.  Pre-Deployment Report 
 
Also, you can select and print the Post-Deployment and the DU Screening Report after it is 
completed.  
6.2.1.1.5 Remove SRP Deployment Forms 
If you need to remove a Deployment that you have started to document, it must be done before 
you Close the Deployment. Right click the New Deployment date and choose Remove from the 
option list. A warning message will appear asking if you want to remove all of the documents 
contained under the Deployment you are working on. Click Yes and the forms will disappear 
from the tree. Click No to abort this function.  
6.2.1.1.6 Close SRP Deployment Forms 
When you are finished with the documentation of the Pre/Post Deployment and the Depleted 
Uranium Surveys/Reports, you can close the encounter so that no more changes can be made. 
Right click the date stamp of the Deployment you are interested in and the drop-down menu of 
options will appear. Click the Close option and the data will be saved.  
 
Note: You will not be able to edit the deployment information once the Close option has been 
selected. 
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6.2.2 Profiles 
The Profiles option is located on the Deployments tree.  It performs the same functions as 
described in Section 6.3.  When there is a green icon next to the word Profiles, it means that 
currently no profiles are assigned to this soldier. A red icon next to Profiles indicates that there 
are profiles assigned to this soldier. Right click on Profiles and two options will appear; Insert 
and Remove Template as shown below in the figure below.  
 

 
Figure 303.  Profile Options under SRP Navigation Link 
For further information, see Section 6.3 
 

6.2.3 IMR (Individual Medical Readiness) 
The Individual Medical Readiness (IMR) will display the soldier’s readiness status. To access 
the IMR, select a patient by displaying the Patient Summary screen. Click IMR on the 
Deployments tree. Note the IMR is located at the end of the tree. If there is a + next to the word 
IMR, it means that an IMR exists for the patient. If the + is not present, there are no IMRs for 
this patient. Right click on the word IMR and three options will appear; the Insert New option, 
the View Latest IMR Report, and the Import IMR Data From MODS.  See the figure below. 
 

 
 

Figure 304.  IMR Options 

 

6.2.3.1 Insert New IMR 
Select Import IMR Data From MODS prior to inserting a new IMR.  This will update the 
immunizations displayed by MedBase.  Then, if necessary, select the Insert New option and the 
IMR form in the figure below will appear.  
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Figure 305.  IMR Template 
 
There are function buttons located at the top and bottom of the IMR template. The Save button 
will save the data selected/entered on this template.  This button changes to Update if an existing 
IMR is being edited.  
 
If applicable, the All Go button will mark Box 1 through 32 with the options that allow the 
soldier to be deployed. Most of the box headings will be highlighted in green. Not all boxes will 
be automatically populated and will require some information to be entered manually. An 
example of this is at the figure below.  Note the boxes: 8. Physical Profile and 9. Physical 
Exam. 
 

 
Figure 306.  All Go Button on IMR Template 
 
It will be necessary to use the scroll bar located on the right hand side of the screen to view the 
remaining information contained on this form. The figure below shows the end of the form using 
the scroll bar.  
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Figure 307.  IMR Template using the scroll bar 
 
The Undo button will remove all of the data entered in Box 1 through 32.  
 
The All NO GO button will mark Box 1 through 32 with the default information. Note that the 
box headings are highlighted in red.  
 
The All UNKNOWN button will mark Box 1 through 32 with the default information. Note that 
the box headings are highlighted in yellow. 
The next area of the IMR is the Check In/Check Out. The Check In field will be populated with 
the date and time that the IMR was inserted. The date and time can be adjusted using the drop-
down arrows.  See the figure below. 
 

  
 
The QuickSign button will sign the IMR. See Section 6.2.3.2.4 for further information.  
 

Figure 308.  Check In/Check Out Fields 
 
Below the Check In field is the Check Out field. Click the box next to the date. Note the date and 
time will turn from gray to black font. This indicates that these fields can be edited using the 
drop-down arrows or by clicking in the field and entering the correct information.  
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Below the Check In/Out fields are the Unit, Site and SRP (Soldier Readiness Program) type. 
Normally, the Unit field will be populated with the patient’s unit. If this field needs to be 
changed, click the Select button next to the Unit field. The figure below is an example of the 
pop-up window that appears. See Section 1.1.26.4.2. for more information on Unit Search 
screen. 
 

 
Figure 309.  Unit Search Pop-Up Window 
Information for the Site field is added by clicking in the field and entering the data or using the 
drop-down arrow to produce a Site list to choose from. To add a new Site, enter the Site name in 
the field and click the + button. The Site will be added to the list of options 
 
To delete a Site from the list of options, click the drop-down arrow to produce the list of Sites. 
Click the Site name you want to delete and it will refresh with the Site name in the field. Next, 
click the – symbol and a message will appear asking if you want to delete this site. Click Yes to 
delete the Site name. Click No to abort this function.  
 
The SRP Type field will be populated with the information available in the drop-down list. The 
list is displayed by clicking the drop-down arrow at the end of the field.  
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The last two categories in this section are Component, Deployable/Non-Deployable. Select the 
radio button next to the information that pertains to the patient.  
 
The next section of the IMR template are the individual boxes labeled 1 through 32. They are as 
follows: 
 

1. HIV 
2. DNA COLLECTION RECORD 
3. PREGNANCY STATUS - for females only, will be grayed out if patient is male 
4. LAST PAP 
5. BLOOD TYPE 
6. G6PD (Glucose 6-Phosphate Dehydrogenase) 
7. SICKLE 
8. PHYSICAL PROFILE 
9. PHYSICAL EXAM 
10. MEDICAL ASSESSMENT/EXAMINATION 
11. MEDICAL RECORD REVIEW 
12. MENTAL HEALTH STATUS 
13. DRUG ALCOHOL ABUSE 
14. MEDICAL WARNING TAGS 
15. ALLERGIES – can add, view details or delete by right clicking on the allergy 
16. 180 DAY PRESCRIPTIONS 
17. HEARING PROTECTION 
18. HEARING AIDS WITH EXTRA BATTERY and HEARING EXAM 
19. EYE GLASSES (2 pairs) 
20. VISION READINESS CLASSIFICATION 
21. VISION PROTECTION 
22. VISUAL ACUITY 
23. PROTECTIVE MASK INSERTS 
24. RESPIRATORY PROTECTION 
25. DENTAL CLASSIFICATION 
26. DENTAL RECORD ON FILE 
27. PANOGRAPHIC X-RAY ON FILE 
28. EXCEPTIONAL FAMILY MEMBER PRGM 
29. IMMUNIZATION CURRENT 
30. FLYING STATUS 
31. MEDICAL POSITION 
32. MEDICAL PROPHYLAXIS 
33. COMMENTS 

 
Save the updates to the IMR Form when you are ready by clicking the Save button at the top or 
bottom 

6.2.3.2 View the Latest IMR Report 
The View the Latest IMR Report option allows you to view the information from this template 
in a report form format. This option can be accessed by right clicking on the word IMR or an 
existing IMR. The figure below is an example of this screen when this option is selected.  
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Figure 310.  IMR Form 
From this screen, you can print the form. Click the printer icon as shown in the figure above 
circled in red. 
6.2.3.2.1 Existing IMR Option 
Once the IMR is saved to a soldier’s record, there are two other options. They are Edit and 
Delete the IMR. Right click on the date and time stamp of the existing IMR and these options 
will appear as shown in the figure below. 

 
Figure 311.  Existing IMR Options 
 
Note:  The Insert New and View Latest IMR Report are also available here. These options are 
discussed in Section 6.2.3.1 and 6.2.3.2 respectively.  
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6.2.3.2.2 Edit IMR 
Once an IMR has been saved to soldier’s record, it can be edited.  Right click on the time and 
date stamp of the IMR and select Edit or left click.  A warning screen comes up asking if you 
want to edit the existing IMR or create a new one.  See the figure below. 

 
Figure 312.  IMR Edit Warning 
Make the necessary changes and click the Update button located at the top right corner. Locate 
the red circle in the figure below. 
 

 
Figure 313.  Update Button 
A pop-up window will appear verifying that the IMR form was successfully updated.  
 
6.2.3.2.3 Delete IMR 
Right click on the date and time stamp of the IMR you want to delete and select the Delete 
option. A pop-up window will appear verifying that you want to delete the IMR. The figure 
below is an example of this message. 
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Figure 314.  Delete IMR Confirmation Pop-Up Window 
 
6.2.3.2.4 QuickSign IMR 
Once the information has been entered and saved for the IMR, the QuickSign button will send 
the information back to MODS.  QuickSign indicates approval of the IMR.  Therefore its use 
should be limited to Providers. This should be your last step in creating an IMR. The following 
figure displays the message that the IMR has been successfully signed.  

 
Figure 315.  QuickSign Verification Message 
Following the QuickSign, the form turns to gray to indicate that it has been approved.  
 

6.2.3.3 Import Data From Medical Occupational Data System (MODS) 
To update the IMR with the current MODS information, right click on the IMR item.  The 
following figure shows the Import IMR Data From Mods option.  
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Figure 316.  Import IMR Data from Mods Function 
The Import Data From Mods option will display the following screen.  Select YES to continue 
or NO to exit this option. 

 
Figure 317.  Import Data From MODS Screen 
 

6.2.3.4 Create a Deployment Checklist Report, DA Form 7425  
You may create a report to display Sections VIII, IX, and X of DA Form 7425, Readiness and 
Deployment Checklist. The data is based on the IMR.  Right click on the selected IMR date-time 
stamp.  An option to View the Latest DA7425 Report is available.  See the figure below. 

 
Figure 318.  IMR Popup with ‘View Latest DA7425 Report’ 

This option displays specified sections of the form.  See the figure below. 
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Figure 319.  DA Form 7425, Readiness and Deployment Checklist 
 

6.3 Profiles Navigation Link - Readiness 
This link performs the same functions as described in Section 6.2.2. Profiles can be displayed, 
added, edited and removed.  When there is a green icon next to the word Profiles, it means that 
currently no profiles are assigned to this soldier. A red icon next to Profiles indicates that there 
are profiles assigned to this soldier. Right click on Profiles and two options will appear; Insert 
and Remove Template as shown below in the figure below. 
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Figure 320.  Profile Options 

6.3.1 Insert a Profile  
Click insert and the field display expands with a list of profile options. Note that this list is 
divided into three sections. The first section contains the Blank Profile. This allows you to 
prepare a profile that is specific to the patient.  Existing profile templates make up the sections 
below Blank Profile.  See the figure below for an example of the list. 

 
Figure 321.  Templates of Existing Profiles 
Select Blank Profile to create an empty profile for the patient.  The system displays an 
electronic form to capture the profile information.  See the figure below. 
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Figure 322.  Blank Profile 
After the data are entered, you have the option to save the profile as a template, which can be 
used again for other patients. Click the Save as a template button to store the profile as 
template. Click the Save button to store the data to the patient’s profile. Click the Cancel button 
to abort this function.  
 

6.3.2 Display and Print an Existing Physical Profile 
To view the DA Form 3349 for a soldier, click on the form’s date and time stamp in the Profile 
list.  This will display an image of the form.  You can print a Physical Profile Report after it has 
been applied to a soldier’s record.  See the figure below. 
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Figure 323.  Display an Existing Physical Profile 
You can change the form’s size, search for a word or phrase appearing in the form, or print it by 
selecting one of the options above the form.  Locate and click the printer icon circled in red in 
the figure above. A printer pop-up window will appear displaying the default printer information. 
Choose the number of copies you need and click OK to print the profile. Click Cancel to abort 
the printing of the profile. 

6.3.3 Edit Physical Profile 
You can edit an existing Physical Profile after it has been saved in the soldier’s record. Right 
click the Profile date and time stamp and the Edit Physical Profile option will appear. See the 
figure below. 
 

 
Figure 324.  Edit Physical Profile Option 
Click this option and the Physical Profile template will appear allowing you to make changes. 
Ensure that you save the profile before exiting. 
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6.3.4 Remove a Physical Profile 
Remove an existing profile by right clicking on the date and time stamp of the profile. Selectand 
Remove Physical Profile. See the figure below.  

 
Figure 325.  Remove Physical Profile 
The system will display the Delete Profile window.  Delete this profile by pressing Yes.  

 
Figure 326.  Revove Physical Profile Confirmation 
 

6.3.5 Select a Profile Template 
The application provides 3 sets of Profile templates to work with.  The blank Profile is described 
above at Section 6.3.1.  System Templates are listed in the middle.  These templates are saved by 
users and cannot be modified or deleted.  The last group represents templates that were saved by 
users which can be deleted. 

 
Figure 327.  Physical Profile Template Groups 
If you chose an existing Profile Template, the pre-filled form would appear on the screen.  See 
the figure below for an example. 
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Figure 328.  Existing Profile Template 
Make the necessary edits and save the profile.  
 
The third section of profiles contains the ones that were created when the user chose the Save as 
a template option.  See the figure below.  

 
Figure 329.  Save a Physical Profile Template 

6.3.6 Signing Profiles 
Physical Profiles must be signed to be valid.  A Temporary Profile requires the signature of the 
Profiling Officer.  That person may apply an electronic signature using the button at the bottom 
of the Profile form.  Be sure to save the form after editing or signing.  This authentication is 
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associated with the specific Profile.  Another Provider may modify the Temporary Profile and 
authenticate it. 
 

 
Figure 330.  Signature of Profiling Officer 
Permanent Profiles require signatures of an Approving Officer and the Unit Commander.  
Once the Approving Office has signed and saved the form, button 16, is grayed out for other 
users.  This is true for the Unit Commander, button 21, as well. 

6.4 PRP (Personnel Reliability Program) Navigation Link 
This link allows you to display, add, edit and print a soldier’s Personnel Reliability Program 
(PRP) Report (DA Form 3180).  Its purpose is “to evaluate the qualifications and suitability of an 
individual for an assignment to certain sensitive duties under the nuclear/chemical personnel 
reliability program”.  Click the PRP navigation link and the screen shown in the table below will 
appear.  
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Figure 331.  PRP Navigation Link Screen 
From this screen, you can print, export, zoom in/out or search on any of these pages of the PRP 
Report by using the icons at the top of the screen as previously reviewed. Note that the PRP 
contains two flowsheets; Chemical/Nuclear Surety and Continuing Evaluation. 
 
 

6.4.1 Entering and Editing Flowsheet Service Groups 
 
This flowsheet will allow you to enter service information for the DA 3180 in two ways. One 
way is to click the + next to the major headings, Chemical/Nuclear Surety or Continuing 
Evaluation. . The second way is to click on the heading words. When the first option is selected, 
the tree below the major heading will expand and the screen to the right will refresh with the 
services information needed to complete the form. The figure below is an example of the display 
when the Chemical/Nuclear Surety tree is expanded by clicking the +. 
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Figure 332.  Chemical/Nuclear Surety Tree and Services Display 
Note the service groups under the Chemical/Nuclear Surety tree services are also displayed on 
the right hand panel. The service groups for Chemical/Nuclear Surety are: 
 

1. Initial Interview 
2. Personnel Records Screening 
3. Medical Records Screening 
4. Dental Records Screening 
5. Certifying Official’s Evaluation 

 
See Section 6.4.2 below for detailed information on entering services for each of these groups. 
 
Under each service group, you will find a service description which requires a result to be 
entered in the empty fields.   

6.4.1.1 Accessing Individual Service Groups 
There are several ways to access an individual service group. One way is to click the + next to 
the service group. Another is to click the service group name located under the tree. Lastly, you 
can click the service group bar located on the right hand panel of the screen, either on top or on 
the bottom of the panel. Once the service group has been selected, the description fields are 
available.  
 
6.4.1.1.1 Entering Descriptions for the Service Group 
Once selected, the service group information can be entered for the service descriptions. The 
results to the description of the service will be entered from the right side of the screen. Click the 
drop-down arrow to display the available options. The figure below is an example of the result 
options available under “Screened Per” in the Initial Interview service group. 
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Figure 333.  Options for Service Results under a Group 
Note that you can change the date by moving the cursor over the Date or End Date field and 
clicking. Now you can enter the correct dates accordingly. The format for the date field is 
mm/dd/yyyy. Comments can be added by clicking the Comments button. The screen will refresh 
and open a Comments field that allows free text to be entered. In the figure below, the End Date 
field has been edited, the result has been selected for the description of service and comments 
have been added.  

 
Figure 334.  Service Description Results for a Service Group 
Once the information has been entered and verified, click the Save button on the right to record 
the results to the description of services. The Save All buttons on the left will save all of the 
results entered for each description of service under the service group. Once the information has 
been saved the tree will be updated. Note that in figure below, the yellow shield next to the 
service description changed to a green square. Below the service description, a green “S” shield 
has been added with a date and time stamp along with the result entered. Below this will be a 
green flag with the service and the answer.  

 
Figure 335.  Results added to the Service Description under the Service Group 
 
6.4.1.1.2 Edit a Service Description 
Once service information has been saved, you have the option of editing or deleting the service. 
Right click anywhere on the information next to the green or red “S” shield and the Edit Service 
option will appear. The figure below is an example of the Edit Service option.  
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Figure 336.  Edit Service Option 
Select Edit Service and the screen will refresh to display the information already entered for the 
service. The figure below is an example of this screen. 
 

 
Figure 337.  Update Services Screen 
Another way to edit a service is to double click the information contained next to the green or red 
“S” shield and the same screen will appear as shown in the figure below.  
 
The updated results are entered using the drop-down arrow on the right and selecting the correct 
option. Comments can also be added/edited from this screen. The date fields can also be edited. 
After the information has been corrected, click the Update button.  
6.4.1.1.3 Delete a Service 
To delete an existing service and its description, right click anywhere on the information with the 
green or red “S” shield. Locate the Delete Service option and select it. A warning message will 
appear verifying that you want to delete this service. The figure below is an example of this 
message. 
 

 
Figure 338.  Delete Service Confirmation Message 
Click Yes to delete the service information. Click No to abort this function.  

6.4.2 Chemical/Nuclear Surety Flowsheet 
The elements of this major heading can be completed as described in 6.4.1 above.  There are 
several ways to access an individual service group. One way is to click the + next to the service 
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group. Another is to click the service group name located under the tree. Lastly, you can click the 
service group bar located on the right hand panel of the screen, either on top or on the bottom of 
the panel. Once the service group has been selected, the description fields are available.  

6.4.2.1 Initial Interview 
This bar records information about the initial interview for the PRP validation. 

6.4.3 Continuing Evaluation Flowsheet 
The elements of this major heading can be completed as described in 6.4.1 above. There are 
several ways to access an individual service group. One way is to click the + next to the service 
group. Another is to click the service group name located under the tree. Lastly, you can click the 
service group bar located on the right hand panel of the screen, either on top or on the bottom of 
the panel. Once the service group has been selected, the description fields are available.  
 

6.5 Training Navigation Link 
This link displays a form that documents medical training and the soldier’s unit training and 
readiness information. Located on the left side of the screen, click the Training navigation link 
located under the Readiness navigation button. The Training screen will appear with two 
flowsheets displayed on a tree; Medical Training and Unit Training and Readiness (T&R). See 
the figure below.  
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Figure 339.  Training Navigation Link Screen 
From this screen, you can print the existing information on the Individual Training Record. 
There are several other options available on this screen which can be accessed by using the icons 
located on at the top of the screen. Locate the red circle in the figure below.  

6.5.1 Medical Training Flowsheet 
Click the + symbol next to Medical Training on the tree, the tree will expand to list the different 
categories under Medical Training. Click the + symbol next to the category you wish to 
document and the tree will expand to show the different training courses. See the figure below. 
 

 
Figure 340.  Expanded Medical Training Tree under Training Navigation Link 
There will be an icon before each course. A yellow shield icon indicates that the course has not 
been documented yet. A green square icon indicates that the course has been documented. A red 
heart icon indicates that the course needs to be taken or that retraining is required.  

6.5.1.1 Insert Medical Training 
You will document Medical Training from the right side of the screen. Note that when Medical 
Training is selected on the tree, the right side will display the training course categories under 
this flowsheet. 
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Medical Training can be documented by clicking the course title (next to yellow icon). The 
screen will refresh to the medical training category where the course resides. Locate the course 
on the right side of the screen. Click the drop-down arrow to display the options available and 
select the appropriate option. The screen will refresh with the chosen option displayed in the 
field. Note that the dates can be edited and comments can be added using the Comments button. 
Once the information is verified, click the Save or Save All button. The figure below is an 
example of the display when BLS training is added to a soldier’s record.  

 
Figure 341.  Inserted Training under Training Navigation Link 
 
Note: If you select Not Done, Re-train, No Go, or NA for any of the training options, the red 
heart icon will appear next to that training option.  
 
6.5.1.1.1 Editing Medical Training 
After training has been saved to a soldier’s record, it can be edited. Right click on the date and 
time stamp with the green “S” shield that pertains to the training which requires editing. Select 
the Edit Service option. The figure below is an example of this function.  
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Figure 342.  Edit Service Option under Medical Training 
The screen will refresh with the training that needs to be edited on the right side of the screen. 
Use the drop-down arrow to select the appropriate option. Also, dates can be edited and 
comments can be added from this screen. Once the information has been edited, click the 
Update button to save the edits. The screen will refresh with the new information under the 
Medical Training tree.  
6.5.1.1.2 Deleting Medical Training 
After the medical training has been saved, it can be deleted. To delete training, right click on the 
time and date stamp with the green or red “S” shield. Select the Delete Service option and a pop-
up window will appear confirming that you want to delete this training. The figure below is an 
example of the message. 
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Figure 343.  Delete Confirmation Message under Medical Training  
Click Yes to delete the training. The screen will refresh and the training will be deleted from the 
Medial Training tree and the soldier’s records. Click No to abort this function.  

6.5.2 Unit T&R (Training & Readiness) Flowsheet 
The Unit T&R flowsheet works the same way as the Medical Training flowsheet. Click the + 
symbol next to Unit T&R on the tree. The tree will expand to list the different categories under 
Unit T&R. Click the + symbol next to the categories under Unit T&R you wish to document on 
and the tree will expand to show the different training courses preceded by a yellow shield icon, 
indicating it has not been addressed yet. You can also locate Unit T&R items on the right side of 
the screen by clicking the Unit T&R bars.  
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Figure 344.  Unit T&R Items under the Training Navigation Link 
You can document Unit T&R items by right clicking the title of the Unit T&R (next to yellow 
icon) or click the title of the Unit T&R bar located on the right side of the screen. Use the drop-
down arrow to view your choices and then click to choose one. Your choice will remain in the 
results field. Examples were provided in the Medical Training section.   
 
If you click Not Done, Retrain, No Go, NA, a red heart icon will appear next to the title of the 
Unit T&R. Click the Save or Save All button to save each specific Unit T&R item separately or 
the complete section, respectively. The information will be saved and the icons will change on 
the tree as was shown in the section on Medical Training.   
 
You can review previously documented Unit T&R items. Double click the date and time stamp 
of the specific Unit T&R item. If you wish to edit Unit T&R items that have been entered 
already, again double click the date and time stamp of the specific Unit T&R item.  

6.6 Personnel Navigation Link 
This link will allow you to view, add, edit, delete and print a soldier’s Personnel Readiness 
Record. Click the Personnel navigation link and the screen similar to the one shown in the figure 
below will appear.  
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Figure 345.  Personnel Navigation Link Screen 
Click the + symbol next to Personnel, the tree will expand to list the different categories of 
Personnel items. The screen on the right side will also refresh to display the Personnel 
categories. Click the + symbol next to the category of Personnel items you wish to document and 
the tree will expand to show the different Personnel items preceded by a yellow shield icon, 
indicating it has not been addressed yet. You can also locate Personnel items on the right side of 
the screen.  
 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 271

 
Figure 346.  Expanded Personnel Tree under Personnel Navigation Link 

6.6.1 Add Personnel Items  
Personnel items can be documented by clicking the item with a yellow shield icon. The screen on 
the right will refresh to the category where this item resides. Locate the item and use the drop-
down arrow to produce the options available. Click the required option and the screen will 
refresh with the chosen option in the result field. Some Personnel items may require you to enter 
the data instead of selecting from a drop-down list. Note that the dates can be edited and 
comments can be added from this screen. Once the information has been selected, entered or 
edited, click the Save or Save All button. The Save button will save the individual Personnel 
item and the Save All will save all of the information contained under the Personnel category. 
The information will be saved and the icons will change on the tree as was shown in the section 
on Medical Training. A red “S” shield icon indicates an abnormal response. A green “S” shield 
icon indicates a normal response.  

6.6.2 Edit Personnel Items 
You can review previously documented Personnel items by double clicking on the “S” shield 
icon which also contains the date and time stamp of that specific Personnel item. The screen will 
refresh and display the Personnel item on the right side of the screen. Note the Update button is 
available from this screen, which allows you to save the edits of the Personnel item. Use the 
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drop-down arrow to display the valid options and click the required option. The dates can be 
edited and comments can be added/edited from this screen. Once the information is correct, click 
the Update button to save your edits.  
 
Another way to edit is to right click on the “S” shield icon along with the date and time stamp of 
that specific Personnel item and the Edit Service option will appear.  

6.6.3 Delete Personnel Items 
To delete a Personnel item after it has been saved, right click on the date and time stamp next to 
the “S” shield icon. Select the Delete Service option. The figure below displays the Delete 
Service option. 
 

 
Figure 347.  Delete Option for Personnel Item under Personnel Link 
A pop-up window will appear verifying that you want to delete this item. Click Yes to delete the 
Personnel item. The screen will refresh with the Personnel item removed. Click No to abort this 
function.  
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6.7 MEPS (MEDCEN Education and Personnel System) Navigation 
Link 

Before accessing the Medical Center (MEDCEN) Education and Personnel System (MEPS) 
navigation link, ensure that you have an account set-up. Otherwise, you will not be able to access 
the application from this link.  

6.8 Synquest Navigation Link 
The Synquest navigation link is used by Hospital Education. When this link is selected, at first 
you will be directed to Brooke Army Medical Center (BAMC) Intranet site. Locate the link for 
Health Education System (Synquest) and click. A screen will display as shown in the figure 
below. 
 

 
Figure 348.  Synquest Home Page 

6.9 MODS (Medical Operational Data System) Navigation Link 
The Medical Operational Data System (MODS) navigation link will direct you to the Medical 
Protection System (MEDPROS) Web site. To access the MODS application, you must have a 
User ID and a password established but you can still access the Web site for additional 
information.  
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Click the MODS navigation link and a pop-up window will appear with a Privacy and Security 
Notice and the External Links Disclaimer. Click the OK button once you have read the 
information contained on the pop-up window and the display shown in the figure below.  
 

 
Figure 349.  MODS/MEDPROS Web site Logon Screen 
From this screen, you can access MODS by clicking the MODS HOME button at the top of the 
page.  

6.10 CDA (Corporate Dental Application) Conus 
This link directs you to the Web site of the Corporate Dental Application (CDA) for the 
Continental United Status (CONUS).  The figure below is an example of the screen when this 
link is selected.  
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Figure 350.  CDA Conus Web site Home Page 

6.11 CDA Europe 
This link directs you to the Web site of the Corporate Dental Application (CDA) for Europe. The 
figure below is an example of the screen when this link is selected.  
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Figure 351.  CDA Europe Web site Home Page 

6.12 CDA Asia 
This function directs you to the Web site of the Corporate Dental Application (CDA) for  
This link directs you to the Web site of the Corporate Dental Application (CDA) for Asia. The 
figure below is an example of the screen when this link is selected.  
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Figure 352.  CDA Asia Web site Home Page 
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7 REPORTS NAVIGATION MENU 
The Reports navigation button directs you to the section where you can create many types of 
reports. The types of reports available under this navigation button are as follows: 

 
Figure 353.  Reports Navigation Menu Items 

7.1 Readiness Report Navigation Link 
The first report available under the Reports navigation button is the Readiness Report. To access 
the Readiness Report, click the Readiness navigation link. The Select Units pop-up window will 
appear on the screen as shown in the figure below.  
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Figure 354.  Select Units Pop-Up Window under Readiness Report 
Selecting the units is the first step in creating the Readiness Report. This can be accomplished in 
two ways. First, you can select from the list of Unit Group Names which have already been 
created. Click the drop-down arrow located at the end of this field. A list of Unit Group Names 
will appear. See the figure below. 
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Figure 355.  Unit Group Name List under Readiness Report 
You may have to use the scroll bar along the right side of the list to locate the required Unit 
Group Name. Click the Unit Group Name to select it. The figure below is an example of a 
display once a Unit Group Name is selected. Note the list of units that are displayed in the Units 
Selected section.  
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Figure 356.  Units Selected by Unit Group Name under Readiness Report 
A second way to select units for the Readiness Report is to search for units according to their 
Unit Name, Unit Code or Zip Code. Move the cursor over the search criteria field located to the 
left of the Search Unit Codes button, which is circled in red in the figure below, and click. Enter 
the first character of the search criteria and the Search Unit Codes, Unit Name, Unit Code and 
Zip Code buttons will be available to use.  
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Figure 357.  Search Unit Field under Select Units Readiness  
After entering part or the entire search string, ensure that the radio button is selected next to the 
type of search (that is, Unit Name, the Unit Code or the Zip Code) you wish to conduct. Once the 
search criterion is entered and selected, click the Search Unit Codes button. The system will 
begin to search the database for the selected search criteria and display all of the matching values 
under the Units Available section. See figure below. 
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Figure 358.  Search Results for Unit Name under Readiness Report 
Next, you will select the units from the Units Available section and move them to the Units 
Selected section. There are two ways to accomplish this. You can move one unit at a time by 
highlighting (click) the unit then click the single right arrow or you can double click on the unit 
and it will move the unit from the Units Available section to the Units Selected section. You can 
also move all of the units from the Units Available side to the Units Selected side using the 
double right arrows located in the center of the pop-up window. If you make a mistake, you can 
move an individual unit back using the single left arrow button or by double clicking it or you 
can move all of the units back using the double left arrows.  
 
The Reset [show all units] button at the bottom of the Units Available section will change the 
units under this section back to its original display.  
 
Once the units have been selected, you have the option to save them under a Unit Group Name. 
Click the Save Above Units As [Group] button located at the bottom of the Units Available 
section. The Save As pop-up window will appear. See the figure below. 
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Figure 359.  Save As Group Name Pop-Up Window 
Type in a name for the group you are creating and click the Save button. The saved group name 
will appear in the Unit Group Name field pop-up window and is available for use. Click Cancel 
to abort the creation of a new Unit Group Name.  
 
Once a new Unit Group Name has been saved, you can delete it. Select the Unit Group Name 
you wish to delete and click the Delete button located to the right of the Unit Group Name field. 
A pop-up window will appear with a confirmation message. Click Yes to delete the Unit Group 
Name. Click No to abort the delete.  
 
Next, you need to select the dates that the Readiness Report will cover. The Select Units pop-up 
window automatically selects the Include All Data option. If you want the report to be only for a 
specific time period, then click the Include All Data checkbox. The checkmark will disappear 
and the Start/End Date fields are available for input. See the figure below for an example.  
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Figure 360.  Start/End Date Fields under Select Units Pop-Up Window 
You can use the drop-down arrows to produce the calendars to select your Start/End dates. You 
also can enter the date manually into the fields.  
 
The last step to produce the report will be to click the Run Report button at the bottom of the 
screen. A preview of the report will appear on the screen. See the figure below.   
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Figure 361.  Readiness Report Preview   
You can click any of the items in blue to see a more detailed report. See the figure below.   



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 287

 
Figure 362.  Detailed Readiness Report   
As seen in figure below, the bar code characters contain each soldier’s SSN. These bar codes can 
be scanned into MedBase in order to save time. 
 
You can use the arrows at the top of the screen to go back and forth between the pages of a 
report. You click the tabs at the top of the reports to go back and forth between the reports. You 
can print, zoom, refresh data or search on the reports using the icons at the top of the page.  

7.2 Immunization Report Navigation Link 
This report allows a commander to assess his unit’s completion rate for active duty 
immunizations. Click the Immunization navigation link. The Select Units pop-up window will 
appear on the screen. Use the selections in this window to create the criteria the program will use 
to query the database regarding the units selected. Refer to Section 6.1 for more instructions on 
the Select Units pop-up window.  
 
You can print, e-mail, zoom on or search on any of these pages of the Immunization Report by 
using the icons at the top of the screen as reviewed previously.   
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7.3 DNBI Report Navigation Link 
The next report is the DNBI/BI Report. This report allows a commander to assess his unit 
strength by looking at the percentage of troops that are sick or injured due to reasons other than 
Battle Injuries or due to Battle Injuries. Click the DNBI navigation link. The Select Units pop-up 
window will appear on the screen. Refer to Section 6.1 for more information on the Select Units 
pop-up window.  

7.4 Unit Roster Report Navigation Link 
The Unit Roster Report lists the soldiers within a particular unit. The detailed report will list the 
soldier’s name, FMP/SSN, Unit Code and a bar code with the soldier’s SSN. To access the Unit 
Roster Report click the navigation link. The Select Units pop-up window will appear on the 
screen.  Use the selections in this window to create criteria the program can use to query the 
patient database to select the unit(s) needed. Refer to Section 6.1 for more information on the 
Select Units pop-up window.  

7.5 Barell Injury Matrix Report Navigation Link 
The Barell Injury Matrix Report allows a commander to assess his unit’s strength by looking at 
illness/injury rates of the troops. This is similar to the DNBI/BI Report. To access the Barell 
Injury Matrix Report, click the navigation link. The Select Units pop-up window will appear on 
the screen. Refer to Section 6.1 for more information regarding the Select Units pop-up screen.  

7.6 Unit DU (Depleted Uranium) Screened Report Navigation Link 
The Unit DU Screening Report allows a commander to assess assigned unit(s) exposure to 
Depleted Uranium. To create a Unit DU Screened Report, click the navigation link. The Select 
Units pop-up window will appear on the screen. Refer to Section 6.1 for more information on the 
Select Units pop-up window.  

7.7 Unit DU Unscreened Report Navigation Link 
The Unit DU Unscreened Report allows a commander to assess assigned units that have not been 
screened for exposure to Depleted Uranium. To create a Unit DU Unscreened Report, click the 
navigation link. The Select Units pop-up window will appear on the screen. Refer to Section 6.1 
for more information on the Select Units pop-up window.  

7.8 Unit Deployable Status Roster Report Navigation Link 
The Unit Deployable Status Roster Report allows a commander to assess the status of the 
assigned units that are deployable. To create a Unit Deployable Status Roster Report, click the 
navigation link. The Select Units pop-up window will appear on the screen. Refer to Section 6.1 
for more information on the Select Units pop-up window.  

7.9 Unit Deployable Status Roster – Provider Report Navigation Link 
The Unit Deployable Status Roster - Provider Report allows a commander to assess the 
deployment status of Providers and their assigned units. To create a Unit Deployable Status 
Roster - Provider Report, click the navigation link. The Select Units pop-up window will appear 
on the screen. Refer to Section 6.1 for more information on the Select Units pop-up window.  
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7.10 Unit Weekly SRP Report Navigation Link 
The Unit Weekly SRP Report displays the status of the assigned units regarding a Soldier 
Readiness Process (SRP). To create a Unit Weekly SRP Report, click the navigation link. The 
Select Units pop-up window will appear on the screen. Refer to Section 6.1 for more information 
on the Select Units pop-up window.  

7.11 Annual PRP (DA7422) Report Navigation Link 
The Annual PRP Report produces the form DA7422 in order to complete on a yearly basis. To 
create an Annual PRP (DA7422) Report, click the navigation link. The Select Units pop-up 
window will appear on the screen. Refer to Section 6.1 for more information on the Select Units 
pop-up window.  

7.12 Unit BLS Report Navigation Link 
The Unit BLS (Basic Life Support) Report lists those soldiers who have completed this course 
along with their unit identification. To create a Unit BLS Report, click the navigation link. The 
Select Units pop-up window will appear on the screen. Refer to Section 6.1 for more information 
on the Select Units pop-up window.  

7.13 Unit Combat Lifesaver Report Navigation Link 
The Unit Combat Lifesaver Report lists those soldiers who have completed this course along 
with their unit identification. To create Unit Combat Lifesaver Report, click the navigation link. 
The Select Units pop-up window will appear on the screen. Refer to Section 6.1 for more 
information on the Select Units pop-up window.  

7.14 Unit Field Sanitation Report Navigation Link 
The Unit Field Sanitation Report lists those soldiers who have completed this course along with 
their unit identification. To create Unit Field Sanitation Report, click the navigation link. The 
Select Units pop-up window will appear on the screen. Refer to Section 6.1 for more information 
on the Select Units pop-up window.  

7.15 Unit NREMT Cert Report Navigation Link 
The Unit NREMT (National Registry Emergency Medical Technician) Certification Report lists 
those soldiers who have completed this course along with their unit identification. To create Unit 
NREMT Cert Report, click the navigation link. The Select Units pop-up window will appear on 
the screen. Refer to Section 6.1 for more information on the Select Units pop-up window.  

7.16 Unit NREMT Re-Cert Report Navigation Link 
The Unit NREMT Re-certification Report lists those soldiers who have completed this course 
along with their unit identification. To create Unit NREMT Re-cert Report, click the navigation 
link. The Select Units pop-up window will appear on the screen. Refer to Section 6.1 for more 
information on the Select Units pop-up window.  
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7.17 Ad-Hoc Reporting Report Navigation Link 
The next reports you can create in MedBase are called Ad-Hoc Reports. In this type of report, 
you set the parameters for the search of the database and then print the report. You need to be 
familiar with building Ad-Hoc SQL (System Query Language) queries to use this section. First, 
click the Ad-Hoc Reporting navigation link. The screen will refresh with the display shown in 
the figure below.   
 

 
Figure 363.  Ad-Hoc Report Option   
The Report Wizard will appear on screen. The next decision you need to make is the type of 
report you wish to create. First, choose between Standard Ad-Hoc Reports or User Defined Ad-
Hoc Reports by clicking on one of the tabs at the top of the screen, which are circled in red in the 
figure above. A Standard Report will require new parameters to be set where the User Defined 
Reports have already been created and the parameters are set.  

7.17.1 Standard Ad-Hoc Reports 
The first step after selecting Standard Reports is to select the report type. Under Standard 
Reports, you can choose between an Aggregate Report, a Roster List Report, a Letter Report and 
an Avery 5262 Label Report. When you click on a particular report type, a model of that report 
type will appear on the right side of the Report Wizard screen for your review. 



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 291

Ad-Hoc Reports use a numerator and denominator and a percentage as an indicator of the 
condition you are reviewing.  
You can create Aggregate Reports for all categories of populations. The Reports are generally 
short and summarize the condition of a population you are reviewing.  
Roster List Report allows you to report on a condition of a Unit or a group of patients assigned to 
a PCM.  
The Letter Report will allow you the results or tests or other findings for a selected patient in a 
letter format. When you have decided on the Report Type, click the Next button at the bottom of 
the screen. The other types of Reports will be built in the same way. See the figure below.   
 

 
Figure 364.  Select Population Type under Report Wizard   

7.17.1.1   Select Population for Ad-Hoc Report   
The next Report Wizard screen you will see allows you to select the population in the database. 
In this section you can select the date, duty status, branch of service, age range and gender. You 
can also determine whether the search is on a specific unit or a Primary Care Managers (PCMs) 
population of patients. You will use a series of drop down fields, checkmark boxes, radio buttons 
and search functions. When all of the parameters have been set, click the Next button at the 
bottom of the screen, circled in red in the figure below.   
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Figure 365.  Selected Population Parameters on the Report Wizard Screen 

Note:  If you need to return to the previous screen, select the Back button. To exit Ad-Hoc 
Reporting completely, click the Cancel button.  

7.17.1.2 Build Ad-Hoc Query   
The next Report Wizard Screen you will see is the Ad-Hoc query that will search the database 
for the information you need. You can choose numerous parameters from Counseling Services, 
Training, Risk Factors, Medical Readiness/Personnel, Clinical Encounter and the SOAP Note. 
You move between these different types of parameters by clicking on the tabs at the top of the 
sections. See the figure below.   
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Figure 366.  Select Type of Parameters for Query   
Double click the parameter you want and it will appear in the section below the parameter tabs. 
Next, click in the blank cell under the Criteria column and a list will drop-down allowing you to 
define the Ad-Hoc query. See the figure below.  
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Figure 367.  Defining Criteria on Ad-Hoc Query 
Click the Criterion of your choice and it will display in the Criteria column. If there are more 
parameters and criteria needed to create the Ad-Hoc report, you will need to use the Parenthesis 
Logical fields. The Parenthesis field separates the parameters when there is more than one. The 
Logical field allows you to select the extra query parameters of ‘OR’ and ‘AND’. In the figure 
below you will see an example of a query designed to find those patients who have had 
Medical/Legal Consequences or Refused Counseling regarding Alcohol Counseling, or has 
attended the Alcohol & Drugs course under the Injury Prev/Safety group or has had 
Medical/Legal Consequences or Other denoted under the Substance Abuse group.  
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Figure 368.  Defining Multiple Criteria on Ad-Hoc Query 
Lastly, there are four buttons you can use to change the parameters you have selected. The Clear 
All button will remove all the parameters you have selected and allow you to start over again. 
The Move Up button allows you to move the blue checkmark up to a different line. The blue 
checkmark indicates which parameter you are working on. The Move Down button allows you 
to move the blue checkmark down to a different line. The Insert button moves the blue 
checkmark to a blank line and then you can add another parameter.   
 
When you have finished defining your query, click the Next button. The Title Parameters screen 
will appear. This is a summary of the Query you have built. If you wish to make any changes, 
click the Back button to go to the previous page. See the figure below.   
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Figure 369.  Title Parameters Summary Screen under Ad-Hoc Report  
You will need to type in the Report Title and Clinical Indicator. When all of the information is 
correct, click the Finish button to see the Final Report. You can print, zoom, e-mail or search on 
this report using the icons at the top of the screen. See the figure below.   
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Figure 370.  Completed Aggregate Report Type under Ad-Hoc Reporting 
The report generated for the Roster type will allow you to save the report for future use, if you 
choose. Below is an example of the Roster type report using the same parameters as the 
Aggregate Report.  
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Figure 371.  Complete Roster List Report Type under Ad-Hoc Reporting 

7.17.2 User Defined Ad-Hoc Reports 
This tab displays the Ad-Hoc Reports saved by you to be used in the future. The figure below is 
an example of the screen display when the User Defined Reports tab is selected.  
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Figure 372.  User Defined Ad-Hoc Reports Tab 
From this tab, select the saved name for the report type. Once the report has been selected, you 
can edit the date range or delete the user defined report using the respective buttons. To create a 
report that has been saved,  

7.18 Immunization Exception Report Navigation Link 
This report displays the total number of soldiers that require a specific vaccination.  

7.19 DD 2766 Pdf Export Report Navigation Link 
This link allows you to select specific units and export the soldiers who belong to the specified 
units DD 2766 in .pdf format to a location of your choice.  
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8 MED ADMIN NAVIGATION MENU  
Below are the items of the Med Admin Navigation Menu. 

 
Figure 373.  Med Admin Navigation Menu Items 

8.1 AFPHP Navigation Link 
This link will display the Air Force Population Health Portal (AFPHP) Web site to login to the 
application.  The figure below is an example of the AFPHP Web page login screen. 
 

 
Figure 374.  AFPHP Login Screen on Web Site 
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8.2 TOL Navigation Link 
The TRICARE Online (TOL) navigation link will direct you to the Web page to login to the 
application. See the figure below.  

 
Figure 375.  TOL Login Screen on Web Site 

8.3 PASBA Navigation Link 
The Patient Administration Systems and Biostatistics Activity (PASBA) navigation link will 
direct you to a login screen to access this application as shown in the figure below. 
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Figure 376.  PASBA Login Screen 

8.4 JCAHO x-walk Navigation Link 
This function is not available for use at this time.  

8.5 HIPAA Navigation Link 
The Health Insurance Portability and Accountability Act (HIPAA) navigation link will direct you 
to the Web site shown in the figure below. 
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Figure 377.  HIPAA Navigation Link Web Page 

8.6 MTF Finder Navigation Link 
When the Military Treatment Facility (MTF) Finder navigation link is selected, the Web site 
displayed in the figure below will appear.  
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Figure 378.  MTF Finder Navigation Link Web Site 

8.7 Network Provider Navigation Link 
The Network Provider Navigation Link will display the following Web site.  
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Figure 379.  Network Provider Navigation Link Web Site 

8.8 Case Management Navigation Link 
When the Case Management navigation link is selected, the Web site shown in the figure 
below.will appear.  
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Figure 380.  Case Management Web Site 

8.9 Patient Safety Navigation Link 
The Patient Safety navigation link will display the Web page shown in the figure below.  
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Figure 381.  Patient Safety Web Site 

8.10 NQMP Navigation Link 
The National Quality Management Program (NQMP) navigation link will display the Web page 
shown in the figure below.  
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Figure 382.  NQMP Web Site 
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9 LIBRARY NAVIGATION MENU 
The items under The Library Navigation Menu are listed in the figure below. 

 
Figure 383.  Library Navigation Menu Items 

9.1 MedCalc Navigation Link 
Click the MedCalc link and you will connect to a Web-based medical calculator and clinical 
medical reference site. The screen seen in the figure below will appear on screen. .This site 
contains a wealth of provider related information, medical formulas and calculators.  
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Figure 384.  MedCalc Web Site   

9.2 Medline Navigation Link 
The Medline navigation link directs you to the Web page displayed in the figure below. 

 
Figure 385.  Medline Web Site 

9.3 Growth Charts Navigation Link 
The Growth Charts navigation link will direct you to the Center for Disease Control (CDC) Web 
site for children’s growth charts.  The figure below is an example of the Web page display when 
the Growth Charts link is selected.  
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Figure 386.  CDC Growth Charts Web Page 

9.4 Swank Health Navigation Link 
The Swank Health navigation link directs you a login screen, where the user must have a User 
Name and Password established to access their Web site. See the figure below.  
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Figure 387.  Swank Healthcare Web Site 

9.5 Army Pubs Navigation Link 
The Army Pubs navigation link directs you to the Web site where you can search for Army 
publications.  The figure below displays the Web page that appears when this link is selected.  
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Figure 388.  Army Publishing Directorate Web Site 

9.6 Army Forms Navigation Link 
The Army Forms navigation link directs you to the Web site where the user can search for 
specific Army forms.  The figure below is an example of the Web page that appears when this 
link is clicked.  
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Figure 389.  Army Forms Web Site 

9.7 DOD Forms Navigation Link 
When the Department of Defense (DoD) navigation link is selected, you will be directed to a 
Web page to search for DoD forms as shown in the figure below. 
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Figure 390.  DoD Forms Web Site 

9.8 OVID Navigation Link 
The Ovid navigation link will direct you to the Web page shown below in the figure below.  The 
user must have an ID and password established to access this application.  
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Figure 391.  OVID Web Site 

9.9 Deployment Navigation Link 
The Deployment navigation link will direct you to a Web site shown in the figure below.  This 
site gives you information regarding world travel issues.  
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Figure 392.  DeploymentLINK Web Site 

9.10 Travel Health Navigation Link 
The Travel Health navigation link will direct you the CDC’s Travelers’ Health Web page as 
shown in the figure below.  
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Figure 393.  Travelers’ Health Web Site 

9.11 Chem/Bio MGT Navigation Link 
The Chem/Bio Management (MGT) navigation link will refresh the screen with the document 
“USAMRIID’s (United States Army Medical Research Institute of Infectious Diseases) Medical 
Management of Biological Casualties Handbook” in Adobe (.pdf) format. An example of the 
screen displayed is shown in the figure below.  
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Figure 394. USAMRIID’s Medical Management of Biological Casualties Handbook 

9.12 Post Deployment Navigation Link 
The Post Deployment navigation link will direct you to the Deployment Health Clinical Center 
(DHCC) Web site. See the figure below.  
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Figure 395.  Post Deployment Navigation Link Web Site 

9.13 MSDS Search Navigation Link 
The Material Safety Data Sheet (MSDS) navigation link will direct you to the Web site shown in 
the figure below.  From this Web page, you can search for MSDS-related materials. 
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Figure 396.  MSDS Search Web Site 
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10 MED LOG NAVIGATION MENU 
The Med Log Navigation Menu provides links to URLs as shown in the figure below.  

 
Figure 397.  Med Log Navigation Menu Items 

10.1 MEDSILS Navigation Link 
The MEDSILS navigation link will direct you to the Web site shown below in the figure below. 
 

 
Figure 398.  MEDSILS Navigation Link Web Site 
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10.2 JMAR Navigation Link 
The JMAR navigation link will direct you to the Web site shown in the figure below.  

 
Figure 399.  JMAR Web Site 

10.3 UAL Navigation Link 
The UAL navigation link will direct you to the Web site shown in the figure below. 
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Figure 400.  UAL Web Site 

10.4 DMM Online Navigation Link 
The DMM Online navigation link will direct you to the Web site shown in 353. 
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Figure 401.  DMM Online Web page 

10.5 NDC Search Navigation Link 
The NDC Search navigation link directs you to the National Drug Code Directory Web site as 
shown in the figure below.  
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Figure 402.  NDC Navigation Link Web Site 

10.6 NSN Search Navigation Link 
The NSN Search navigation link will direct you to the Web page shown in the figure below. 
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Figure 403.  NSN Search Screen 

10.7 PR WEB Navigation Link 
The PR WEB navigation link will direct you to a Web page that requires Java to be installed on 
your computer. At this time, this link is not fully functional. 

10.8 DOD EMall Navigation Link 
The DoD EMall navigation link displays the Web page shown in the figure below.  
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Figure 404.  DOD EMall Page 
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11 PROFILES NAVIGATION MENU 
The Profiles Navigation Menu displays the Profile and Profile Template options.  See the figure 
below.   

 
Figure 405.  Profiles Navigation Menu 
See Section 6.3 – Profiles Navigation Link for more information. 
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12 REPORT SIGNING NAVIGATION MENU 
This function displays a drop-down menu to allow a provider to sign a patient’s form. This 
option should only be selected once the encounter is complete. 
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APPENDIX A:  ABBREVIATIONS USED IN THIS DOCUMENT 

A   
ADMIN - Administration   
ADS - Ambulatory Data System   
  
B     
BLS - Basic Life Support 
BP - Blood Pressure 
BPM - Beats per Minute 
  
C   
CDA - Corporate Dental Application  
CDC - Centers for Disease Control and Prevention   
CHCS - Composite Health Care System   
Clinical Note – Electronic Medical Record (EMR) 
CPS - Clinical Preventive Service     
CPT - Current Procedural Terminology Codes   
CVX – Code for Vaccines 
 
D   
DOB - Date of Birth   
DNBI/BI - Disease Non Battle Injury/Battle Injury 
DU - Depleted Uranium   
  
E   
E & M – Evaluation and Management Codes   
EMR – Electronic Medical Record Clinical Note 
 
F   
FMP – Family Member Prefix (a code which precedes the SSN) 
  
G   
GCS – Glasgow Coma Scale  
  
H   
  
I   
IMAP – Interdisciplinary Multi-Assessment Page 
IMR - Individual Medical Readiness   
ICD-9-CM - International Classification of Diseases – 9th Revision – Clinical Modification   
ICDB - Integrated Clinical Database   
ID - Identification 
  
J   
  



MedBase Users’ Manual V3.1 Build 31 

7/22/2004 9:14 AM   FOR OFFICIAL USE ONLY Page 2

K   
 
L   
LAB - Laboratory   
 
M   
 
MEDCEN – Medical Center 
MEDPROS – Medical Protection System 
MEPRS – Military Entrance Processing and Reporting System 
MEPS – MEDCEN Education and Personnel System 
MilVax – Military Vaccine Web Site 
MODS – Medical Occupational Data System 
MPL – Master Problem List 
MTF – Military Treatment Facility 
MVX – Manufacturer of Vaccines 
 
N   
NIP – National Immunization Program 
NKDA – No Known Drug Allergies 
NREMT – National Registry Emergency Medical Technician 
 
O 
 
P  
PCM - Primary Care Manager 
PRP - Personnel Reliability Program 
  
Q   
  
R   
RAD - Radiology   
  
S   
SOAP - Subjective, Objective, Assessment, and Plan Notes   
SRP - Soldier Readiness Process 
SSAN - Social Security Administration Number 
SSN – Social Security Number 
  
T   
TB - Tuberculosis   
T & R - Training and Readiness 
  
U   
URL - Universal Resource Locator (web address) 
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X 
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